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PREFACE 


to   the   first   edition  of  this  system, 


In   the   IV. 
I  said : 

The  (•nfl.-.uor  ..f   tl,o  author  h..=  ;  ,,  rnmpWc  a 

system  so  si.nplf  as  «.  I,e  readily  ac<iuir.  the  huml.lest 

'.apacity  and  ihos<-  pos^es^-d  of  littl.-  leisur'-.  an.l  yet  rapid 
enough  to  rrpr.Kluce  vcrliatiin  the  fastest  oratory  In 
presetuinu  liis  work  to  the  piil.li,-  he  asks  for  iioihinij 
beyond  an  impartial  invtsiiKation.  and  wit!.  i,cTfei:t  eon- 
rnlente  awaits   the  r       it. 

The  sul)M<|ii,.,it   history  of  the  system  has  justified 
the  conhdeiue  expressed   at   tliat   time.     C.regj^  Shori- 
liand  has  denionstraK  d  its  siifK-rioritv  to  the  older  sys- 
tems in  siinpHrity.  Ic-ihih-ty  and  sp(e<l-aiid  there  are 
to-day  nearly  a  million  writers  of  the  svstem.     In  he- 
gmmmr  the  preparaii       (,f  this  edition  it  was  mv  inten- 
tion  to  make  some  .      ical  changes  in  the  manner  (.f 
presenting  the  priini{.les;  but  in   proceeding    with    th.> 
revision  I  was  iorccd  to  the  conclusion  that  it  would 
he  a  ..  .-'ake  to   ;.  part  materially  from  the  general  plan 
and  fc    ,;  of  the  jirevious  edition.     No  better  evidence 
ot   the  popularity  and  success  of  the  previous  edition 
could  be  gixen  than  the  fact  that,  although  nearly  a 
million  copies  of  it  have  been  sold,  there  has  been  very 
httle   demand    for    revision  except  recpiests  for  the  in- 
clusion of  those  changes  and  improNements  that  have 
been  made  m  the  course  of  the  past  few  years. 
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This  edition,  then,  retains  the  general  plan  and  form 
of  the  previous  edition,  but  much  of  the  material  con- 
tained in  it  is  arranged  in  more  logical  sequence,  and  the 
illustrations  are  chosen  with  greater  care,  with  a  view  to 
developing  quickness  in  the  application  of  its  rules  and 
I)rinciples.  An  attem{)t  has  been  made  to  state  some  of 
the  rules  more  clearly  than  Wc  done  in  the  old  book, 
and  to  put  them  into  language  better  adapted  to  the 
comprehension  of  young  students. 

In  the  system  itself  few  changes  have  been  found 
necessary  or  desiral)le.  Some  new  word-signs  and  exten- 
sions of  ad\anced  principles  have  betn  introduced,  but 
all  of  these  are  in  harmony  with  the  fundamental  prin- 
ciples of  the  system.  All  of  them  ha\  -  l)een  subjected 
to  very  careful  trial  in  practical  work  before  they  have 
been  adopted. 

In  sending  forth  this  book  I  desire  to  express  my 
heartfelt  appreciation  of  the  suggestions  that  have  come 
to  me  fr(jm  writers,  from  reporters  and  from  teachers 
who  are  using  the  s>stem  in  all  parts  of  the  world. 
These  suggestions  have  l)een  of  great  service  to  me  in 
the  preparation  of  this  presentation  of  the  system. 

JOHN  ROBERT  GREGG. 

Xew  York,  June  17,   1V16. 


About  Gregg  Shorthand 

HisTukv.— Gregg  Sliorthand  was  first  publisliwi  in  1888,  in  two 
little  [xiper-covered  pampiilets,  under  the  title,  "Light-Line  Phono- 
graphy." Five  years  later  a  revised  and  greatly  improved  edition 
was  published  under  the  title,  "Gregg  Shorthand."  It  was  not  until 
lcS<^,  however,  that  the  author  was  able  to  publish  the  system  in 
book  form. 

There  are  few  more  interesting  or  inspiring  stories  of  success 
than  the  career  of  (Iregg  Shorthand  in  the  years  that  have  elapsed 
since  its  publication  in  book  form.  To-day  Gregg  Shorthand  is  the 
standard  shorthand  system  of  America.  It  is  taught  in  more  than 
seven  thousand  five  hundred  schools— that  is  to  sav,  in  more  than 
eighty-five  per  cent  of  the  schools  that  teach  shorthand.  It  has 
been  adopted  in  the  public  .schools  of  .5900  cities  and  towns,  and  has 
superseded  the  older  systems  in  a  large  number  of  these  cities  by 
formal  action  of  Boards  of  Kducatiun. 

Wins  World's  Ch.a.mpionship.— In  the   1Q21   contest  of  the 
National  Shorthand  Reporters'  Asscciation,  Mr.  Albert  Schneider, 
a    writer   of  Gregg   Shorthand,    "on    the    workl's    championship,' 
defeating  the  largest  number  of  writers  to  participate  in  one  of 
these  contests   among   them    three    former   champions.      In    the 
championship  tests,  consisting  of  dictations  for  five  minutes  each 
at  200  words  a  minute  literary  matter,  240  words  a  minute  jury 
charge,  and  280  words  a  minute  testimony,  he  made  an  average 
percentage  of  97.94.     Only  one  other  contestant  qualitied.     .Mr. 
S(  hneider  also  transcribed   the  literary  matter  dictations  at   215 
and   175  words  a  minute  and  established  new  world   records  on 
both  of  these,  tying  with  .Mr.  Willard  B.  Bottome,  an  official  reporter 
of  the  Supreme  Court  of  .New  ^'ork  City,  on  the  1 75  with  three  errors. 
In  the  215  dictation  he  made  the  highest  net  speed  ever  allaitied  in 
any  contest  at  any  speed  on  matter  of  this  kind~-2\\.2  words  a  minute. 
The  extraordinary  legilnlity  of  Mr.  Schneider's  notes  was  shown  by 
the  fact  that  he  transcriber!  five  of  the  highest  speed  dictations  in 
the  time   allotted    for   the   three   championship   dictations.      Mr. 
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Schneider  .vas  l)ut  twenty  years  old  at  the  time  of  the  contest,  and 
was  the  joiingest  and  least  exjjericnced  writer  to  win  the  champion- 
ship. 

OrniiK  I'riii.icTKiiMi'Hs.— In  1 ')  10  a  writer  of  C.re^^s  Shorthand, 
Mr.  Fre(i  H.  (".iirtier,  won  the  final  contest  for  the  famous  Miner 
Medal,  in  the  Fifth  International  Shorthand  Speed  Contest  held 
under  the  auspices  of  the  Fastern  Commercial  Te.ichers"  Associa- 
tion. C.reKS  writers  won  first,  second  and  third  places.  All  of  the 
C.re^f^r  writers  fjualifiefl— ten  of  the  fourteen  writers  of  other  systems 
failed. 

In  the  IMIl  shorthand  speed  contest  of  the  National  Shorthand 
Rei)0!ters'  Association,  a  writer  of  Cregg  Shorthand,  Mr.  Charles 
]..  Swem  itlicn  ei^hleen  years  of  ai;e),  established  a  world's  record 
for  accurnry  on  literary  m.itter  at  170  words  a  minute  for  five 
minutes,  and  with  a  net  sj^eed  of  IM  words  a  minute  exceeded  the 
previous  world's  reroril  hy  ten  words  a  minute  on  a  judge's  charge 
to  a  jury  di.iaterl  at  240  word      i  minute. 

Ill  the  1<M2  speed  contest  of  the  National  Shorthand  Rejxjrters 
Association,  Mr.  Swem  achie\ed  a  net  s[)ee<l  of  2()X  words  a  minute 
for  five  minutes  on  te-.timony,  and  defeated  three  of  the  former 
champions  a^  uill  as  eij;hteen  other  contestants — all  of  them  ex- 
perienced reporters.* 

In  1912,  iu  tile  shorthand  contest  held  at  the  Husiness  Kxhibition, 
London,  ;i  writer  of  <'.re-,i;  Shorthand,  Mr.  Ernest  W.  Crockett,  of 
Liverpool,  won  the  Junior  Shorthand  Championship,  l)aving  less 
than  one  per  cent  errors  in  his  transcript. 

AwAUDi.i)  Mt.DAi.oF  Honor  at  Paxama-Lacimc  Exi-ositio.v. 

At  tiie  Pan  ima-l'iciric  International  Exposition,  in  1")L>,  Cregg 
Shorthand  was  awarded  tlie  .Medal  of  Honor,  li  highest  award 
ever  granted  a  svstem  of  shorthand  l>y  any  ^^xpo^itlon  and  the  only 
award  e\er  gr  anted  wiiich  was  based  on  the  results  a(  complished 
iiy  students  in  .i  model  school  conduct<>d  under  the  observation  of 


*Mr.  Sw.  in  w  w  P  r-Mi.,1  .SL-crt'tary  and  Oirici.il  Report,  r  to  l>rcsi,!.-iu  WiNon 
t(.r  .'.uht  Mar-      Mr  was  twenty  years  of  age  when  he  received  tlie  api.oimmcnt 
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the  International  Jury  of  Awards.  The  Gregg  system  was  selected 
by  the  Expocition  Authorities  for  use  in  the  model  school  of  business 
m  the  Palace  of  Education— a  school  designed  to  demonstrate  the 
most  advanced  methods  in  business  education. 

Pi  ntiples  or-  thk  SvsxEM.-Needless  to  .s^iy,  Gregg  Shorthand 
IS  a  radical  departure  from  the  old  lines  of  shorthand  construction 
for  It  IS  only  by  a  radical  departure  that  such  marke.l  superiority 
in  results  can  be  accomplished. 

The  following  synopsis  will  enable   the  reader  to  understand 
the  leadmg  features  of  the  system: 

(1)   Xo  CoMPiLsoRY  Thickeni\(;.— Mav  be  written 
either  ligiit  or  heavy. 

(2>  Wkitten-   on   thf.   Si.opk   of    Longfiam),   thus 
securing  a  uniform  manual  movement. 


(.1)   Position-  Wkiiin-,;  Abolishi-.d 


As    in 

May  be  written     ordinary 
writing 


on  iinnilcc!  paper,  and  in  one  straight  line. 

(Ij    \"0Wi;i.S     AND     (^)\SONA\TS     .Akti     JoLVKU,     and 

follow  f-ach  otiuT  in  their  natural  order. 

(5)  Anci.ks  Akic  Rakj:.— Curves  predominate. 

This  brief  s>  nopsis  will  suffice  to  show  that  the  aim  of  the  author 
has  been  to  a-ihere  to  those  natural  principles  wlii.  h  go\ern  ordinary 
writing.  By  a  practical  combination  of  these  elements  as  a  founda- 
tion, the  system  .secures  to  the  writer,  tc'f//;  very  little  practice  that 
perfect  command  of  the  characters  which  is  productive  of  the  best 
results,  and  is  (Mily  obtained  by  years  of  persistent,  painstaking 
practice  if  the  old  geometric  systems  ;re  cniplo\ed. 

TO  SCM   IP: 

I- Asv  TO  Learn.— Gregg  Shorthand  may  be  learned  in  from 
one-third  to  one-half  the  time  required  by  the  old  s\stems.  Tlie 
records  made  by  its  writers  prove  this  beyond  all  question. 

Ea-v  to  Read,  f.rrgg  Shoiti-Miul  is  the  most  legible  short- 
hand in  existence.     In  the  public  siiorihand  speed  contest.^    writers 


wmmmf. 
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of  tlie  system  iia\e  estaMislicfl  the  highest  official  ivnrld's  records 
for  accura(y  of  transcripts  on  solid,  difficult  matter.  These  records 
were  made  in  comijctition  with  e\i)erienccd  reporters  who  used  the 
older  s\slems,  and  in  contests  conducted  by  reporters  and  teachers 
who  wrote  such  systems.  (Full  particulars  of  these  contests  will 
be  sent  by  the  jjublishers  on  application.)  Manifestly,  the  insertion 
of  the  vowels,  the  absence  of  shading',  the  elimination  of  position- 
writiny:  and  the  elimination  of  the  minute  distii.clions  of  form  neces- 
Siiry  in  the  old  systems,  all  contribute  to  legibilitv. 

Easv  to  Wkiti:.  —  The  e.isy,  natural  ai)pearance  of  the  writing 
in  r.rc'L^.t;  Shorthand  ai)peals  to  every  impartial  investigator.  The 
ai)sen(e  of  distinctions  between  light  and  hcavv  characters,  the 
continuous  run  of  the  writing  along  one  line,  as  in  longhand,  instead 
of  constant  ch.mges  of  i)o>ition — now  on  the  line,  then  above  the 
line,  and  then,  [jerii.ips,  throitj^h  or  behni<  the  line— will  be  noticed 
at  a  first  glance.  Next,  the  in\('stigator  will  probably  attribute 
much  of  the  natural,  i)Ieasing  appearance  of  the  writing  to  that 
uni'  rm  slant  of  liie  writing,  with  which  both  hand  and  ey-  are 
familiar.  Only  those  who  have  had  jirevious  experience  with  short- 
hand, however,  wili  be  able  to  ajjpreciate  fully  how  much  elimination 
of  numerous  dots  and  dashes— minute  marks  that  ha\e  to  be  placed 
with  great  precision  alongside  the  strokes— contributes  to  easy, 
C(jntinuous,  elTortless  writiiig. 

Si  i-EkioK  i\  SiT.Fi)  l'«)sMi!ii,rrii:s.— Writers  of  T.regg  Short- 
hand have  demonstrated  in  i)ul)lic  speed  contests,  under  the  most 
tr\iiig  conditions,  tliat  the  system  has  gr(\  ler  speed  possibilities 
than  any  other  system.  A  boy  of  nineteen  (who  began  the  study 
of  C.regg  Sii,)rt;,aiid  in  a  night  .school  less  than  four  years  previously) 
established  a  record  of  208  words  a  minute  net  for  five  minutes, 
defeating  i  hree  former  champions  and  eighteen  other  e\|>crienced  and 
capable  report cis.  The  contest  committee  consisted  of  seven 
shorthand  reporters,  all  of  whom  were  writers  of  other  systems. 
When  a  mere  boy  can  do  this,  after  such  a  brief  exi)erience,  there 
can  be  no  cpiestion  that  this  sxsicm  of  shorthand  possesses  greater 
speed  i)()ssiljilities  liian  an>-  of  the  older  systems. 


A  TALK  WITH  THE  BEGINNER 

Success  in  any  study  depends  largely  upon  the  interest  taken  in 
that  part.cular  subject   by      .e  student.     This  being  the  case    we 
ear-^estly  ho;,=  that  y„u  .ill  realize  at  the  very  outset  that  sho^t 
hand  can  be  mac  e  an  intensely  fascinating  stuciv.     Cultivate  a  love 
oru.     Thtnk  of  u  as  the  highest  for.n  of   .    iting,  which  is  itself 
he  greatest  m^ent,on  of  tttan.     He  proud  th.t  you  can  record    he 
language  m  graceful  lines  and  cur^•es.     Ai.t.  constantly  to  acquire 
arttstu-  sktl    ,n  executit,g  those  line,  and  ^  -rve  .     Vou  az«.     'you  ' 
.///.  „.ake  the  study  of  shorthand  a  perfect  jov  instead  of  a  task 
Its  possesston  has  been  coveted  by  the  wisesj  of  nten  and  won^  n! 
for  1    IS  not  only  a  prar.ual  instrument  in  commercial  work   but  a 
mudt  prtzed  and  valuable  acco.nplishntent  and  a  nte.n.  of  mental 

Be  THORoioH-Skill  iu  anything  is  attained  by  repetition- 
therefore  do  not  sh.rk  the  careful,  painstaking  practice  on  the  ele- 
mentary orms  g.^en  in  the  Manual.  XWite  each  outline  m!  y 
umes..n.l  a.m  always  at  the  attain.nent  of  ease  and  exactness  in 

^•our  future  success  depends  to  a  ^■er^-  large  extent  on  the  wav 
you  do  your  work  now.  In  order  that  your  progress  n.a>  be  ure 
and  ..ptd    tttaster  each  lesson  before  you  proceed  with  U,e  nex7 

At  firs  wrtte  slowly  aad  carefully;  aim  at  accuracy  rather 
than  sj>eed,  but  do  not  Jrm.  the  characters.  Vou  must  understand 
at  the  outset  that  shorthand  must  be  .■.•.,„;  but  you  .m"  also 
unpress  upon  your  tnind  'utt  whatever  you  write  you  must  read 
hence  the  necess.ty  for  good  jx^nmanship.  As  skill  in  e  c^^-u'ing 
he  movements  is  obtained,  the  sr>eed  may  be  incrc  ...1  unti  I  e 
forms  are   wr.tten   rapidly.     Son.e  attention  shoul-  «ive„    to 

acqu.rmg  a  capacity  for  writing  individual  outlines  r.,,.jly\vithout 
hes.tat.on,  and  with  a  free  movement  of  the  hand 

actc^'wir  "'""  '  ""'""'  ''-■'"  "^  """"«=  '^-'^"^^  --h  c-har- 
to  the  nex  v.thout  unnecessary  ntoventents.  A  halting  jerky 
mown,e..t  :s  fatal  to  sped,  and  .nay  oe  ahnost  always  traced  to 
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indecision,  raiiscd  hy  tinfaiuiliariiy  witli  tlic  fo'Mi-;.  At  first  care- 
fully an.iKv.e  the  wonl-^.  To  do  this  it  i>,  of  i  arse,  necessary  for 
you  to  tliink  of  them  in  detail;  but  after  you  have  deierniiueil  the 
correct  ouiline,  jiraciice  it  and  think  of  it  as  .1  i^'h.ole. 

I-"acility  in  tlie  u>e  of  shorthand  depends  largely  upon  the  stock 
of  ouihnes  \  ou  ha\e  at  your  ready  conmiand.  Note  tliu  use  of 
that  '  >rd  ready.  This  nuaus  tiial  you  siiou'.d  master  ai  'he  forms 
gi\e;  in  ilie  Manual  li\'  writin.;  ilu'in  many  times.  This  will  not 
ouK  impress  the  forms  on  your  mind  so  that  \ou  will  not  ha\e 
any  he.-iiaiion  in  reialliii:^  them,  but  will  i;i\e  vou  facility  in  writing 
them.  In  shonh.ind  it  is  not  sutlii  ieut  to  kir.':^'  how  t.)  write  a 
word — you  must  not  only  know  the  form  hat  be  ai)k;  to  write  it 
(inickly.  Hence  the  necessity  for  nuich  repetition  prailiic  in  writing 
tile  fiirms. 

If,  in  .-id  li'. i;):i  to  the  wrds  i^iven  in  the  M.inu:d,  you  can  aild 
to  \our  sto.l^  -ii"  (Mitlines  iiiinT  WMids  wriiitn  ui.d'.r  the  same  jirin- 
t'ipk-.-  >ou  uiil  ha\e  ;;,'.ini-d  .i  ^reai  dial  -will  ha\e  laid  a  broader 
foui.daii  111  lor  advaiicf.l  woi  k  wiiicii  will  le.->en  th.e  time  required 
to  .•'.'. ;  -in  er!K-icnr\  . 

l)i:\ori:  Mint  Timi;  to  K,  wnsc.  \Vi  i,i.-\Vki  i  ti:N  Siioi;tii.\nd. 
—  I;  .•  d.iinv;  this  \ou  -Aill  be  Mine  not  only  a  llueni  reader,  but  \ou 
v.  ii!  I  niar-.e  \  our  w  litiu,,  v.  >r  ibulary.  I  ii<<,nsri.  iu^l\-  \oii  will  imitate 
in  \our  own  woik  the  ea.-\'  execution  of  the  forms  shown  in  the 
pii^ited  j)lai('--.  Ail  txper.  writers  lia\e  de\(Med  mia:h  time  to  read- 
ing;  short  h.uKJ. 

In  addition  to  the  woi  k  outlined  in  tins  Alami.i!,  we  stroni;ly 
ricon.Miciul  1  he  u>e  of  the  e.\i  I'cisrs  ^i\en  I'.ich  month  in  the 
!. earth  rs'  1  )f[Kiii  meat  I'f  the  (/>ct;i,'  Writer.  Thoe  exercises  can 
be  li-ed  witli  ^re.it  ad\anta;;e  fioin  the  \  er\-  first  lesson.  Eat  h 
nuinlur  tont.iins  main-  helpful  suj;i;estions,  and  a  numi)er  of  .short- 
ha'.id  I).il;(.s  that  afforrl  \ahiable  exercises  in  reading  and  writing 
foi-  students  at  all  stages  of  ad\  .mcemeiU. 

Hon' t  ( ii:r  l)i>c(n'K  \(.ia).  —The  compkne  mastery  of  shorthand 
.■nid  !  \!)ewrii  i!V_r  is  worih.v  of  \')ur  I'e^t  ell'Tts.  uiid  it  N'oii  devote 
yourself  e.iriie,-.ily  to  that  work  there  can  be  no  such  thing  as  .^ilure. 
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The  Alphabet  of  Gregg  Shorthand 


Consonants 

Written  forward: 

KG        R      L        N       M        T      D 


Written  downward: 

P       B^     F       V, 

H 


CH       J  S 

/  /  <■     or    J 

XG  NK 


TH 

"^  ■'<■  ^ 

SH 

/ 


^ 


i 


I A  doll 


A-group 

Short       [  <7  as  in  cat 

Alfiiium  \a   "    "  <:<^l>" 

Long       la"    "  came 

E-group 

Short       I  /   as  in  Jin 

Medium  i  ''   "     "  '/''' 

Long        \  i   "    "  dean 


Vowels 

O-group 

O        Short 

6     as  in  hot      u 

O         Alediuni 

aw   "    "   audit  o 

O        Long 

0       "    "   ode     u 

00-group 

o           Short 

it     as  in  tuck    n 

o           Medium 

00    "    "   took    n 

o           Long 

00    "    "  doom  '^ 

Compostd 
of 

it      i'-oo     as  in  unit 
ow    d-oo      "  "  out 


Diphthongs 

Composed 


oi   aw-e    as  in  oil     tP 
t     d-e       "  "  isle  d> 


\M 


FIRST  LESSON 


1.  Shorthand  is  written  by  sound;  thus  aim  is  written 
am  (long  sound  of  a),  cat  is  written  kat,  knee  is  written  ne. 

Consonants 

2.  The  alphabet  should  be  mastered  in  sections,  as 
given  in  these  lessons.  It  will  be  noticed  that  the  con- 
sonants are  arranged  in  pairs,  according  to  their  affinity 
of  sound,  and  are  distinguished  by  a  difference  in  length. 
There  is  no  absolute  standard  as  to  length,  as  the  char- 
acters, being  founded  on  ordinary  writing,  vary  in  size, 
slant,  etc.,  according  to  the  personal  habits  of  the  writer. 
The  size  of  the  characters  given  in  this  manual  will  be  a 
safe  standard  to  adopt.  The  characters  for  the  conso- 
nants in  this  lesson  are  derived  from  an  elliptical  figure, 
thus: 


R 


L 


N 


M 


D      H 


/ 


Note.:  All  these  characters  are  written  forward  from  left  to  risht,  and  T,  D 
struck  up:varils  from  the  line  of  writing.  The  C,  given  in  tiiis  lesson  is  calleii  say, 
being  the  hard  sound  as  in  game,  get,  and  not  tlie  soft  sound  heard  in  gem, 
magic.  The  aspirate  H  is  indicated  by  a  dot  placed  over  the  vowel.  The  student 
shouiu  practice  ail  liiese  characters  until  he  can  write  them  without  the  slightest 
hesitation. 
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Vowels 

3.  In  writing  by  souml  there  are  twelve  distinct  vowels, 
which  are  arranged  in  four  groups,  and  three  closely 
related  sounds  are  placed  in  each  group.  In  this  lesson 
we  have  the  first  two  groups,  which  for  convenience  are 
named  the  "A"  group  and  the  "H"  group. 

4.  The  short  sound  of  a,  as  heard  in  cat,  ran,  is  ex- 
pressed by  the  large  circle;  the  medium  sound,  as  heard 
in  calm,  ark,  is  expressed  by  the  large  circle  with  a  dot 
beneath  the  circle;  the  /o//.;'  sound,  as  heard  in  ate,  may, 
is  expressed  by  the  large  circle  with  a  dash  beneath  the 

circle. 

a        r^         as  in      mat  m  Ti  t        - — ^ 


O 


O 


as  III 


as  in 


calm 


gate 


k  a  in 


eat 


5.  The  short  sound  of  /.  as  heard  in  din,  rid  (not  the 
long  sound  '  "  /,  heard  in  dine,  ride),  is  expressed  by  the 
smaM  circle;  the  scjund  of  e,  as  heard  in  gc/,  net,  is  ex- 
pressed by  the  small  circle  with  a  dot  beneath  the  circle; 
the  Jon'^  sound  of  e,  as  heard  in  me,  eat,  is  expressed  by 
the  small  circle  with  a  dash  beneath  the  circle. 


as  in 


knit 


ni  t 


as  in 


net 


S 


as  in      neat 


net 


net 


Note:   The  dot  and  dash  :ire  useful  to  indicate  the  exact  vowel  sounds  in 
unfamiliar  or  in  isolated  words,  but  otherwise  they  are  seldom  used. 


FIRST  lesson- 


Rules  FOR  Joining  Circles 

6.  The  circle  is  written  on  the  inside  oj  CL.rves,  and  on 
the  outside  of  angles. 


eke 
key 
ale 

team 
meet 


Inside  Curves 

e  k        ;' — ^  era  era  .,_!^ 

k  e          —.  rat  r  a  t  >_v>^ 

a  I        ,C— ^  tiil^t"  '  ii  1^  -^ 
Outside  Annlts 

tCm     y^ rail  r  :J  ^f^—^ 

m  G  t      rf-'  Rain  r  a  ii  --  ""^ 


7.  Before  or  after  strai^^ht  lines,  <»r  between  two 
straight  lines  running  in  the  same  directicjn,  the  circle 
is  written  forward— as  the  hands  of  a  clock,  move. 


aim 
hat 

mean 


Before 

a  m        cs-— 

h  a  t       ^< 


nie 


After 
111  G 

da 


,<7 


Between 


men 


deed      d  e  d 


8.  Between  two  reverse  curves  the  circle  is  turned  on 
the  back  of  the  first  curve. 


kUl 
wreck 


kil 
r  e  k 


gear       ;?  o  r 
lake       1  a  k 
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Method  of  Practice 

9.  The  following  list  of  words  should  now  be  cciied. 
In  doinj;  this,  particular  attention  must  be  paid  ti  the 
sounds  of  each  word.  If  the  student  will  repeat  the 
sounds  as  he  writes  the  word,  it  will  help  to  impress 
the  forms  upon  his  memory  and  at  the  same  time 
familiarize  him  with  the  process  of  note-takiuij. 


Genkral  Exercise 


h    f 


If  ■! 

1^! 


V  ^i 


knee 

keen 

kirk 

ache 

iirre 

acme 

neck 

cake 

ark 

cat 

kit 

hit 

had 


n  e 
ken 
ki  k 
ak 
a  k  r 
a  k  111  e 
nek 
ka  k 
ii  r  k 
c  t 
kit 
hit 


'  ->^ 


had         ^ 


tad 

tray 

train 

treat 

nail 

(ale 

lay 

deem 

rim 

reed 

arid 

rainy 

hack 


t  a  k  t  ^^^ 

t  r  a  ^ 

t  r  a  n  --^-^ 

tret  ---^ 

n  a  1  __ii? 

tal  >^ 

d  f-  m  / 

r  i  f  ■  , ^^ 

1  d  w^- 

i  .•  I  d  Ci-J' 

rani  ^-^ 

h  a  k  af—i 


rwa 


FIRST  I.KSSON 


f.!(I>- 

edr 

wrii 

rlt 

came 

k  a  tn 

treed 

k  r  G  d 

I' ream 

k  r  c  in 

merry 

m  e  r  I 

lane 

Ian 

Iaml> 

1  a  m 

lady 

1  a  d  I 

rack 

ra  k 

ready        r  e  d  I 

iiuiim         m  a  m 


grun 

rail; 

get 

linen 


g  r  1  n: 
rail 
g  c  t 
rig 
linen 


ill 

I] 

hill 

hil 

mill 

mil 

attic 

a  t  I  k 

tickle 

tiki 

ticket 

t  I  k  e  t 

trick 

I  rl  k 

deck 

dek 

dcacDn        d  e  k  n 
decay  d  e  k  a 


reel 

gray 

ea^' 

arena 


drama      dram  a 
rag  rag 

lick  1!  k 


re  1 
g  r  a 
Cgl 
a  r  e  n  a 


narrate        n  ii  r  a  t 
marine         m  a  r  e  n 


'_£^ 


hatred  h  a  t  r  e  d     i?" 

camera  k  a  m  era 

tyranny  t  I  r  a  n  i      .«-^2-_ 

etiquettfj  e  t  i  k  e  t      j''^''"*^ 


*: 


'.  ! 


I 
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Simple  Word-Signs 

10.  A  large  proportion  of  all  written  and  spoken 
language  is  made  up  of  a  few  simple  words.  For  such 
words  brief  forms  called  word-signs  are  pro\  ided.  Those 
given  here  should  be  memorized  immediately: 


can 

lire,  niir 
well,  will 


in,  not  — 

am,  mure  ■ — 

at,  it  •^' 

would  '^ 


he  <=> 

I  O 

a,  an  (dot)    • 
the  (th)         ^'' 
np 


Phrase-Writing 

11.  The  joining  of  simple  words  is  a  great  help  to  speed 
in  writing  sliorthand,  but  it  is  a  difticult  art  to  ac(|uire 
if  its  ac(]uirement  be  deferred  until  the  habit  has  been 
formixl  of  writing  common  words  separately.  The  stu- 
dent should,  therefore,  practice  it  diligently  from  the 
very  beginning  of  his  study.  For  such  practice  the 
simple  phrases  here  given  will  serve  as  models: 


in  the 

-^ 

I  would       ^ 

it  will  not 

I  ran 

^— 

I  am            .-:7— 

—           I  can  not 

I  will 

^-^ 

at  the          ^ 

in  our 

wiuild 

not 

it  will          -^ — 

—         can  the 

FIRST  LESSON" 


Punctuation,  Etc. 


12.  The  period  is  expressed  by  -v.,  the  end  of  a  para- 
graph by  >,  the  dash  by=,  the  hyphen  by  <^  (two  short 
dashes  struck  upward),  and  the  interrogation  by  >^ . 
Capitals  and  proper  names  may  be  indicated  by  two 
short  dashes  under  the  outHne.  The  parentheses  may  be 
expressed  by  the  ordinary  marks  wiili  short  dashes 
throutjh  them -^  ^.  Other  punctuation  marks  are 
written  in  the  usual  way. 


Reading  Exercise 


O 


Writing  Exercise 


1.  Ellen  Terry  road  the  tlrama  well. 

2.  Helen  Keller  can  read  in-the  dark. 

3.  The  rain  w  ill  make  the  day  dreary. 

4.  The  enemy  may  make  an  attac  k  in-the  rear. 

5.  The  League  team  will  meet  at-the  Arena. 


SECOND  LESSON 
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The  Downward  Characters 
13.  The  characters  for  the  consonants  in  this  lesson 
are  derixed  from  another  elliptical  fit^ure;  thus 


P  B 


CII 

/ 


J 


/ 

/ 


/ 


XoiKs:  All  tlKsp  characters  arc  written  flownward-:.    CII  i.s  pronounced  cAay, 

not  sff-.iiWh:  aiul  SH  is  calli'd  /s/;,  not  es-aitiii.     Sll  is  a  mere  tick. 
The  fullowiau  irioiiiory  ai<ls  will  he  helpful: 


,./ 


{' 


h 


I 


14.  In  I  lie  writing;  of  V ,  V,  a  rather  x'ertical  inclination 
vr,  desirable  in  ordtT  that  the  curve  may  join  easily  with 
( idler  ciiaraciers.  In  forming  the  combinations  jr,  jl, 
it  is  not  necessary  to  make  an  angle.  The  motion  is 
just  the  siuiie  a>  'n  writing  a  part  of  Y  in  longhand;  thus 

7^ 


fig 

\ain 
fill 


fiR 


fa  I 


^-^ 


-v^- 


free 

f  re 

frame 

f  r  a  m 

^r,^ 

flash 

f  1  a  sll 

^— ,^ 

1% 
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15.  The  circle  may  assume  tlie  form  of  a  loop  where 
more  convenient. 


dash 
fame 


d  a  sh 

f  a  m 


^- 


cheat 
lap 


ch  e  t 
lap 


/ 


16.  Between  an  oblique  curve  —  such  as  P,  B,  F,V  — 
and  a  straight  line,  the  circle  is  placed  on  the  outside. 


jjalni 
beat 


p  ;i  111 
bet 


/' 


Da\e 
knave 


(i  a  V 


n  a  V 


17.  The  base  of  the  first  consonant  of  a  word  rests  on 
the  line  of  writing. 


map 
cave 


111  a  p 
k  a  V 


1 


fetch 
chief 


f  e  ch 
d,  o  f 


/ 


18.  The  followini;  words  illustrate  ilu-  application  of 
the  rules  for  joining  circles  to  the  consonants  tiven  in 
this  lesson: 


Inside  Curves  (Par.  6).         (^ 
Outside  A  ngles  ( Par.  6 } .         ^ 
Joined  to  Straight  Lines  (Par.  7). 
Between  Reverse  Curves  (Par.  8). 


^      <V      /:: 


'/ 


/ 


/    A 
(      C  ' 

Between  Oblique  Curves  and  Straight  Lines  (Par.  16). 


/     V 


/" 


/ 


-r. 


r 


T^" 


iO 


edge 

able 

fear 

beer 

fish 

feed 

play 

c-!-.eok 

rca]) 

peip 

J->P 
nap 
cab 

peach 
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General  Exercise 


^-  ] 

a  1)  I 
for 
b  e  r 

f  isli 

frd 
P  i  .1 

eh  e  k 
r  e  p 
!'  •'  P 
J  a  !> 
n  a  p 
k  a  b 
J)  e  (  h 


/ 

/ 

c 


('' 


r 


c 


preaeh       j)  r  t  <  h        v." 


tab  t  a  b 

j;em  j  e  m 

pale  p-  a  1 

shcrrv  sh  e  r  i 


ajiiilc 
peal 
appc.J 
elieaj) 

I  hap 

beak 

baek 

biMin 

balm 

ehaiii 

catch 

shake 

shame 

bread 

bridge 

sha\i! 

Sr-w 

feel 


A 


J « s 

a  ])  1  CZ_^^ 

P  r-  1  <1^ 

a  p  e  1  (^ 

( !i  e  p  / 


( 


/ 


til  a  ]) 

b  V.  k 

b  ;i  k 

b  e  111 

b  a  ni 

eh  a  n 

k  a  ch 

s!i  a  k 

.-h  a  111 

b  r  e  d       (^^• 

b  r  i    j         (^ 

/ 
sh  a  V        fV 

f  rn 

f  0  1 


/ 

.y — 


7 


k>»(ih.    --^1 
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ledge 


aiicL'c 


»-■  1 


a  1  c 


pledg- 
nib 


e       p  1  c  J 


brief 


ch 


m 


ilf 


en  1  n 


k  a  f 


S^ 


^ 


Arab 


chill 


Jac! 


ra 


&e 


page 


vague 


a  r  a  b 


ch  1  1 


J  it 


r  a  J 


pa  J 


V  a  K 


,-/ 


A 


^ 


rave 


gra\'e 


shade 


r  a  V 


r  a  V 


y: 


-? 


.h  a  .1  y 


ri'.ii 


na\v 


■lilY 


r  1  ch 


n  a  \  1 


kill- 


/ 


-^ 


half 


h  a  1 


-iglO' 


,i^  "  :> 


badge 


I.  a  J 


^ 


\  im 


bra 


\-a 


lid 


1)  r  a  n 


\'  a 


Hd 


^C^' 


.il)ate 


U\l\  V 


a  h  a  t 


li  c  %■  1 


J 


trap 


t  r  a  1) 


a  \-  a 


trasli 


r  a  s:i 


t  r  a  sli 


"-^ 


[■.an.-h 


palate 


P  .1  r  1  >  1 


a  t 


beef 


1)  r-  { 


ninch 


f  !  i  n  (  h 


^. 


)ra\e 


r  a  V 


hitch         h  1  ch 


bwtk 


avail 


t  1 


a  V  a 
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Word-Signs  and  Phrases 


¥     |: 


I 


1  = 

I 


f      ;. 


put 

r 

let,  letter 

l)f,  hut,  by 

( 

little 

l)ec'ii,  liound 

(- 

market,  Mr 

before,  beh.ilf 

/' 

reply 

belief,  l)elie\e 

c 

npnsent 

for 

J 

teadi 

form,  froui 

) 

^ 

) 

(  lu'civ 

liave 

y 

for  the 

t  liaiiue,  whirli 

/ 

1  have 

.^ll.'.ll,  r-hip 

/ 

I  ilave  i:ot 

about 

r 

ill  wlii   h 

after 

I  shall 

e\  er  - 

y 

I  shal'  not 

an\' 

_^ 

1  shall  have 

nan'.e 

— t:::? 

from   the 

givc-n 

.-^ 

would  be 

gave; 

■ —  ^ 

in  reply 

please 

C  _  - 

please  ship 

Note:     The  rule 

given  in  Par. 

1  7  apiJliLS  to  phrases. 

( 

( 

* 

/ 

A 

1 

•/ 

; 
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Reading  Exercise 


C^ 


( 


/ 


<1. 


^  j 


? 


-fjp 


r 


J 


(, 


:f 


3. 
4. 

5. 
6. 
7. 


Writing  Exercise 

The  maid  will-he  at-thc  market  every  day. 

Phoebe  Cary  will  u-ucli  her  French. 

The  team  will-be  ready  for-the  match  game. 

Henry  came  back  from-the  navy  after  he  had  achieved  fame. 

The  range  in-the  kirchin  will  bake  good  bread. 

Jennie  will-have  the  meal  ready  i.i  al)out  an  hour. 

Please  pay  for-the  ticket  in  cash  for  I-can-not  take  a  check. 


THIRD  LESSON 
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If 


w. 


I' 


The  O-Hook 

19.  The  lower  part  of  the  elliptical  figure  t^^.  (called 
the  o-hook)  represents  the  short  sound  of  o,  as  heard  in 
hoi,  lop;  the  hook  with  a  dot  beneath  it  expresses  the 
sound  of  aiv,  as  in  an'c,  hru';  the  hook  with  a  short  dash 
beneath  it  expresses  the  long  sound  of  o,  as  in  oicc,  )io. 


o 


as  in      nit 


rot 


r  aw 


aw      y         fl'  '«      raw 

6         o         as  ill       V  11)1  ^'         r  o  t  ^^' 


General  Exercise 

hot  hot 

ought  aw  t 

taught  t  aw  t 

odd  6  d  "^ 

nod  nod  -^^^^ 

Maud  ni  aw  d  — —  ■ 

mode  mod r^ 


Shaw        sh  aw  ^ 

shawl        sh  aw  1  ^^ 

sh  o  / 

sh  o  1  ,'^- 

t  o  d  ^ 

f  6  ,'- 
f  5  m  ^ 


sho.v 

shoal 

toad 

ft)e 

foam 
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15 


loaf 


cof)e 


I  of 


coatli        k 


rod 


M 


()\V 


r  o  il 


l>  I 


I)Otcl)  \: 


hobb>-       li  o  I)  i 
fraud         f  r  aw  c 


\vroii<;Iu    r  aw  t 


dot 


ball 


nog 


blot 


(lot 


ho 


OK 


h  lo 


o  t 


b  aw  1  (^.. 


rogue        r  o  g  -  ; 

pillow       p  1  1  o         ^ 
shallow     sh  a  1  o       '^ — 


elbow 


rope 


polo 
bore 


lb 


r  o  p 


poll 
b  o  r 


^' 


paw  p  aw 

pawn  p  aw  n 

jaw  j  aw 

(lodije  d  6  j 


IikIkl' 

talk 

broad 


John 
bone 


16  j 

t  aw  k 
1 1 r  aw  d 


dmi_i;li  d  o 

Ju\  c  j  U  V 

()1)C\-  o  b  a 

hope  h  o  p 

fop  f  6  J) 

chop  ( h  6  p 

Paul  p  aw  1 

pole  J)  6  1 

beau  b  6 

arrow  a  r  d 


J   O  II 

b  6  n 


/ 


C.^ 


-X 


<C- 


/ 


motto       ni  6  t  o 


16 


GREGG  SHORTHAND 


^1* 


20.  The  0-hook  is  placed  on  its  side  before  N,  M,  R,  L, 
except  when  precedeil  by  a  downward  character,  as 
in  bore,  bone,  pole,  foam,  John. 

,.^  hall  li  aw  1       .  ■ " 


on 


or 


iTioaii 


o  \\ 


aw  r 


111  O   II 


(loiiie        <1  (")  111 
Nome       n  o  m 


^  ' 


nor 
orb 
own 


General  Exercise 


n  aw  r 
aw  r  b 
d  n 


whole  h  o  1 

hollow  h  6  1  o 

aroma  a  r  u  m  a 

core  k  o  r 

known  n  d  n 

roam  r  o  m 

roll  r  o  I 

comb  k  o  m 

coal  k  6  1 

omit  omit 


home  h  oTii 

flown  f  1  o  n 

knoll  n  6  1  - 

drawn  d  r  aw  n 

blown  b  1  o  n 


tone 


door 


t  o  n 


atone        a  t  o  n 


dor 


adore 

a  d  o  r 

loan 

Ion 

alone 

?  1  o  n 

mole 

m  6  1 

dawn         d  aw  n 


m. 


THIRD  LESSON 

goal 

gol 

^    holy 

h  o  I  I 

tall 

t  aw  1 

^ 

Nora 

n  u  r  a 

brawny 

li  r  aw  II  i 

c^ 

( "ora 

k  6  r  a 

Word-Signs  and  Phrases 


all 


beyond 
b(Kl\' 


r 


told 


very 
of  the 


J 


call 


carc 


-~Q 


of  all 


of  which 


/ 


company,  keep 
fall,  follow 


far.  f, 


Ivor 


friend-ly 


? 
/ 

J 


ot  our 


in  favor 


in  our  fa\'or 


on  f'l 


i;lad 


on  our 


jiid^'c 


most 


of 


/ 


on  which 


on  which  tlie 


in  regard 


7 


ni'.hli 


ihii^h 


real,  res^'ard 


I  \:M 


on  behalf 


!W" 
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Reading  Exercise 


/- 


ij 


-  c 


y" 


C^_  ._- 


^ 


(. 


'~L- 


A 


Writing  Exercise 

1.  The  team  will  haul  tlu-  heavy  load  <>[  coal. 

2.  J u  1:40   l.o(l;40  would  iiDt    keep  the  letter   froni-tlie  publie. 

3.  lie  will-i)ay  for-ihe  lot   if   Mr.  Cone  will  take  a  ehock  drawn 
in-'nir-fa\or. 

4.  1-ran-not  very  well  follow  the  form  given  iii-lhe  letter. 
5     After  the  bill  unne  I. aura  eauie  hi)me  in-the  I.iuneh. 

6.   The  good   .ship  Jane  dashed   on   a   rock,   hut  all   the   people 
reached  the  shore. 


mM 
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The  OO-Hook 

21.  The  upper  part  of  tlie  small  elliptical  fiKure  i9-^ 
(called  the  oo-hook)  rcprcsfiUs  the  short  sound  of  u, 
heard  in  hum,  dumb  (not  the  long  u  heard  in  use,  which 
will  be  given  later);  the  hook  with  a  dot  beneath  it 
expresses  the  sound  of  oo,  as  in  took,  foot;  the  hook  with 
a  short  dash  beneath  it  expresses  the  long  oo,  as  in 
doom,  boom. 


as  in      tuck 


t  u  k 


oo 


as  tn 


took 


t  (K)  k 


oo 


as  ill      tomb 


t  oo  m 


General  Exercise 


hut 

h  u  t 

tug 

t  li  g 

shut 

sh  li  t 

shoot 

sh  (lu  t 

to 

t  06 

do 

d  00 

,v^ 


/>^ 


do<Jin 

d  00  m 

/ 

bho\o 

sh  u  V 

i 

/ 

hug 

h  u  g 

rut 

r  u  t 

shoe 

sh  00 

4 

/ 

shook       sh  06  k 


19 


20 


;ffii 


f  (»)  t        /^ 
ku  f 


foot 

cuff 

hush 

gush  g  u  sh 

honey        h  u  n  I 
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h  u  sh       j 


duck 

hood 

hook 

dove 

puff 

who 

whom        h  <y<)  ni 

huddle       h  u  (1  1 

tai too        t  a  t  o6 


(i  ii  k 

h  (m")  d 

h  (M)  k 

d  u  V 

P  "  f       y 
\\  do  -J 


up 

u  p 

r' 

dug 
jug 

dug 
j  i"i  S 

/-. 

fudge 
hutT 

fllj 
huf 

^. 

pool 

p  c'lO  1 

,<1- 

fool 

fool 

l^ 

toot 
o\cii 

t  (To  t 
ii  \-  n 

2 

tough 

t  u  f 

;? 

rudfly 

r  u  d  1 

chuckle    ch  it  k  I 
boom         b  ("«)  m 
luck\-         1  u  k  i 


22.  The  OO-hook  is  always  placed  on  ils 
\  or  M  ;  it  is  also  placed  on  its  side  aUer  K 
folhn^'ed  by  R  or  L. 

mug  m  ii  g 

mood  m  oo  d 

cool  k  ( JO  1 

moon        m  6o  n      ti_  gull  g  ii  I 


^---- 


side  after 
or  (i  iv'//e;z 


nun 

nun 

mud 

ni  ii  d 

mutif 

m  ii  f 

T7 


FOURTH  LESSON 


21 


Fi;,v;h\v  Exercise  on  Both  Hooks 


hot 


not 


oain 


o  in 


hut 


oo  ni 


home 


h  o  m 


rot 


rot 


iHMll 


moan 


moon 


h  n  m 


m  <>  n 


rut 


r—         h 


boi 


coadi 


nisli 


rut 


o  en 


C 
'^ 


"? 


dome 


doom 


(1  o  ni 


(JO  ni 


coal" 


cui 


ko  1 


ku  1 


W    AND   Y 

23.  When  followed  by  a  vowel,  W  has  the  sound  of 
oV),  as  (To-a-t — ivait.  W  is  therefore  expressed  by  the 
oo-iiook. 


wc 

weave 

wait 


w  e 


W  O  V  / 


w  a  t 


■.r 


wall 
woe 
wool 


w  aw  1 
w  6 

W  i^w )  I 


24,  In  the  body  of  a  word  it  is  generally  more  con- 
\'enient  to  express  iv  by  a  horizontal  dash  under  the 
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vowel,  but  this  dash  may  often  be  omitted. 

twig  twig       ^^     ^  equity       e  k  w  i  t  i    ,r~. 

twin  twin       ^  dwell         d  w  e  I  ^ 


fliiick        k  w  1  k 


^ 


headwav  ii  e  d  w  .i    i^" 


i        ! 


til 

I 


25.  In  words  betjinning  with  a-li  or  a-iv,  followed  by 
a  vowel,  a  is  expnssfd  by  a  dot  placed  on  the  line  close 
to  the  next  character. 


ahead 
awav 


li  (■  d 


a  w  a 


tP 


awake 
alicm 


a  w  a  k 


he 


26.  \Vh  is  pronoimced  Iiw,  as  h-w-e-1  —  wheel,  hence 
the  dot  for  //  should  be  written  first. 


whit 
whig 


liw  1  t         ^ 

hw  i  g        ^/  — 


whack       hw  a  k        ^—^ 
wliim         liw  1  111        ,!>- — 


27.  Y    is   equivaUnt    to    c,    as    e-o-r  —  yore,   and    is 
therefore  representtd  by  the  small  circle. 


\acht        V  6  I 


^■awn         v  aw  ii 


^'- 


\'i)re 


yawl 


y  o  r 
V  aw  1 


<^Z. 


XoTir:    Wlicn  the  cunit)iii;>.tioii  voor  ya-.i'  precedes  R  or  1..  the  hook  i^  not  placed 
on  its  side. 

28.  At  the  bej^inninu;  of  a  word  \T  or  ye  is  expiessed 
by  a  small  loop,  and  ya  by  a  hirge  loop.     When  neces- 


t'**^.i^wi.l.->V*"-:.*^ 


TTTrrrr- 


iiM->-v  «:*"■-■»-.'■',".  ff.a*  ■  Ii  .■■■v..  -i«r6.'»— -n'H  v; 


/  I 
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sary  to  denote  tlie  exact  shade  of  vowel  sound,  the  dot 
or  di'        s  placed  beneath  the  loop. 


ye 

ye 

• 

yet 

ye  t 

>ea 

\a 

\elIo\v 

ye  1  o 

J  ear 

yG  r 

/ 

Vale 

y.l  1 

\va\'        \v  a 


wave 

wade 

wake 

wage 

weed 

widow 

weep 

walk 

wash 

watch 

wove 

quack 


w  .1   \- 
w  a  (1 
w  a  k 
w  a  j 
w  e  d 


w  o  ch 


w  o  V 


k  w  a  k 


General  Exercise 


'  } 


w  1  d  r,      r^' 

w  e  [)  ( 

w  .iw  k        •2-'") 


y 

7 

7 


ac(iuit  ii  k  w  1  t 


(iiiail 


k  w 


■X 


Broadway  I)raw(lwa   C^^-^ 
roa(lua\       r  <",        va       ^.^^^'^ 

a  w  a  I 

a  w  o  k 

hw  e  1 

h\v  »"■  t 


await 

awoke 

wheel 

wlieat 

wliip 

wliifT 

\-ani 


11  w   1  p 
liw  i  t 
va  111 


-^ 


J 


\'arrow        )  a  r  6 
%oke  V  o  k 


24 


r.REr.r,  siiorthaxd 


Word-Signs  and  Phrases 


above 


Iiccomc,  hook 

(ould 

full-y 

great 

look 

move 

nun  h 

should 

sure-ly 

upon 

work 

world 

yes 

you, your 


r 


J 


/ 


4 


^' 


of  your 
to  you 
do  \()u 
\<)u  have 
\  on  ha\e  n(Jt 
wt  ha\o 
we  have  not 
you  (ail  not 
we  can  not 
we  will 
from  you 
yinir  letter 
il  \(>u  ha\'e 
il  you  will 
if  \ou  can 


\V  is  omitted  in  the  following  words: 


weelc 
were 
where 


CL^ 


when 
what 
won-ene 


7 

2 


1 


FOFRTFI  I.KSSOX 
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Reading  Exercise 


<r 


^ 


x2 


/ 


L. 


/ 


; 


'■/    ,- 


/ 


y 


.<9 


J- 


Writing  Exercise 


1.  The  wheel  nf-tlio  wagon  caught  in  a  rut  of-the  rough  road. 

2.  Tlie  puny  ran  away  but  the  jjrfjotn  caught  liim. 

3.  Edwin    should-have    told    you    about-the   affair    before    the 
letter  reached  you. 

4.  You-may   do   the   work   in   your   own   way   if-you-are   sure 
y(;U-ca:J  u;j  il  well. 

5.  The  mud  in-the  road  will-reach  up  lo-the  hub  of-the  wagon 
wheel. 


i     , 

4 

1  : 

\      ^ 

h        4 

1    ■■ 

3 


FIFTH  LESSON 


S    AND   TH 


29.  From  the  smnll  elliptical  figure  given  in  the  hist 
lesson  fP  two  small  curxes  are  obtained  which  are 
written  downwanls  to  expres.;  the  very  common  letter 
S,  and  upwartls  to  express  Th. 


S 
<     pr 

(l(Ki.ll 


^ 


TH 


^      or     y 


up 


NoTi;:  Ii  i:;  very  important  to  kcpp  steadily  in  mind  tliat  the  curves  for  S 
are  \vritt<-ii  ./..T.»:ivj»-<.'s.  while  those  for  TH  are  written  «/'vnr./x  and  at  a  greater 
inclination.    The  following  i-!  a  useful  memory  aid:  y  ^ 

Rules  for  Joining  S  and  Th 

30.  When  S  is  joined  to  a  curve,  the  S  is  written  in 

c,      the  same  direction  as  the  cur\  e  to  which  it  is  joined, 

thus    securing    a    iniiform    movement.     A    circle    vowel 

occurring  at  the  joining  does  not  affect  the  application 

of  this  rule. 

y 


bpray 
reaps 


safe 
face 


makes 


puss 


'/^ 


skate 


case 


slay 


L . 


/ 


tine 


phere         _i.  sick  ,r~>  sales        <; .^ 

Nort:   When  S  precedes  a  down  stroke,  the  base  of  tlie  tUncn  sii-ofee  rests  on  the 

26 


1^- 


■!■ 
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c. 

J 


} 


31.  When  S  is  joined  lo  T,  I),  N,  M,  the  S  is  used 
whicli  forms  a  sharp  angle.  A  circle  vowel  occurrin^^  at 
the  joining  does  not  affect  the  application  of  this  rule. 


slu  y 

set 

nets 

said 


,.-<^ 


^ 


?' 


cxlds 
days 
snow 
secMi 


^■s'-r 


smack  ^- 

saine  ^- 

leans  » 

knees  _^ 

32.  When  S  is  joined  to  Sh,  Ch,  J,  ilu-  S  is  used  which 
"I      is  written    with    the   clockwise    movement — called    the 

"comma  S."  , 

^'«h  ^y  «ige         /  chess      / 

33.  In  words  consisting  of  S  or  Th,  or  both,  and  a 
circle  vowel,  S  or  Th  should  be  written  with  the  clock- 
wise movement. 

Cirrle  and  Th 

heath       v'' 

hath 

thee 


Circle  and  S 
as  9 

see  ^ 

cssav         (^ 


'(T 


Combinaiions 
these        '^ 

sees  y 

Seth         j^ 


[..       34.  The   clockwise  Th   is  given  the  preference,  but 
when  joined  to  O,  R,  L,  the  otiier  form  is  used. 


thick 

theme 

doth 


though 

throw 

athlete 


moth       

earth        v_^ 
health     <.    ^ 


2S 


(;i<H(;(;  shorthand 


i    > 


* 


^^ 


35.   In    words    beginning    with    so,    the   "comma  S" 
is  used. 

poiil         ^i -^  soaj)       ( 

sofa        'T^ 


snrrow 


soil 


36.  Till-  coniliinatiou  //,v  is  wrilten  witlinit   an  aiiglt 

J 


j^    at   llu-  hcLiinning  of  words,  or  when  il   inilous  a  down 
stroke  nr  Ix,  l  ■. 


IIS 


P 


fuss 
trust 


frr.Kious 


'"> 


/ 


yi.  Z  is  rei)resenled  by  the  sign  for  S,  but  ;in  obIit|ue 
dash  marks  the  (h"stinetion  in  isolated  words.  If  ueees- 
sar\  ,  the  Th  heard  in  brniihe  may  be  (Hstin<j,uished  from 
the  suiiiid  heard  in  brcalli  in  the  same  manner. 


■as 


9 


face 

plia>c'       V 


breai'         C^ 
htcatlii'     C.^-',. 


Noii;:  Tin-  >";:ivl  of  zh.  Iit-iu!  in  azurr,  roun''.  H'lfi'-i'',  ''"ly  ■"•  ili.-'iimui!'li<'J 
from  .'■i;  by  iIh-  obli'!;:r  c!;>!i,  but  tliis  is  nt'ct'ssary  only  whfrc  it  is  (lo.sirc-d  to  mark 
tlie  iirccise  tioiinils  ot  Ionian  wonis. 

38.  Tlie  leiiir  X  m.n  b(>  expressed  at  ihe  en<l,  or  in 
the  liody  of  w(^rils,  (but  not  at  the  beginning),  by  a 
sHght  mo(hiieaiion  c)f  the  eur\e  for  S,  as  sliowii  in  (lie 
following  examijler^: 


l,ox 


nx 


•^ 


tax 
lax 


^ e 
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39.  The  sound  of  Ng,  heard  in  long,  is  expressed  b\ 
N  written  in  a  slightly  downward  direction;  and  Nk 
(which  is  sounded  n^k,  as  rang-k--rank)  by  a  longer  sign. 


rang 
rank 


-Q^ 


sing 
sink 


king 
kink 


Simple  Prefixes  and  Suffixes 

40.  The  prefixes  con,  com,  conn  are  expressed  by  K. 
and  the  vowel  is  omitted  in  the  prefixes  en,  in,  un,  em. 
im  when  the  prefix  Js  followed  by  a  consonant.  The 
prefix  ex  is  expressed  by  es. 


condole 


C(>n\cv 


compa^ 


1 


infancy 


envy 


emboss 


n 


7 


impress 

extol 

explode 


41.  The  suffix  ino  or  thing  is  expressed  by  a  dot 
placed  beneath  or  close  to  the  preceding  letter;  ings  is 
expressed  by  S  in  the  same  place,  the  S  being  written 
contrary   to  the  hands-of-a-clock  movement. 


being 
doinj,' 
ringing 


singing 
making 
ever\thing 


30 


r,Rr:(;c.  siiortiiaxf) 


42.  Tile  sulTiv  /v  is  expiH^st-d  by  the  small  rirclc,  and 
/7_v,  ally  by  a  loo]). 


totallv 


early          c_x?  riMilil> 

43.  Tlif  siiOix  tion,  sion  (shun)  is  i-xprcsscd  by  SH. 

iiatiini        -t'^  session       ^                     actum  e^r-y 

oralii)!!      "^-7^  million ^                fasliion  y^ 


General  Exercise 


save 


a? 


'1 


sap  ( 

solemn        ^ * 

scraich       ■*~'~y^" 

scream        -« » 

scrip 
score 
liymns 
miss 


r 


Kuess 

cliase 

s!iep\' 

serene 

steel 

stray 

city 

snake 

smash 

smith 


~) 


C^ 


fasten        ^ 


liniv 
throat 
l)(itl\ 
l)o<j|  !i 

tliief 

(ieatli 

swear 

switcii 

sweet 

swim 


U 


Xotk:    WIk-ii  5-.il  is  followed  by  T,  D.  X,  or  M,  the  k  is  expressed  l)y  the  hook. 


trace 

terrace 

slu>es 

sIlDWS 

husky 

(lu.sky 

hustle 

aud.icious 

zealous 

efface 

ethics 

hasty 

sabre 

saucy 

essays 

Jessie 

si)raiii 

elapse 

story 

sparrow 


y 


-O 


9 


,0 


C 

/ 


c 
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sal.i.l  ^      <^ 

threat  - — ^ 

throne  -^  '  — 

until 


\vroan 

aiiil 

halh 

wiiii; 

/efi » 

sii'^e 

thus 

sut"ti\ 

elixir 


9'' 


C c 


-  C^ 


a[)|)lau>e      C  , -v 
stab  j/'^ 


scd.ite 

thefi 

sashes 

sober 

plank 


,^ 


loath 
ihutl 
preface 

si>rin^ 

( ('((dime 

(^i/);|)le\ 

ff'Hc.ive 

(('»;bal 

(oun\\ 

<'Hri(!i 

///famous 

////fit 
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\/ 


y 


..z 


(■X[n-cs.sh)ll  t^,. 

iiivdsion  ^ 

shipi)j//(;  / 

feel///!;.v  _^ - 

tliick/y  r"'"'"* 

l)rul(i//>'  C--^ 
craft/7v 


-3^ 


32 


grf:c.(;  shorthand 


Word-Signs  and  Phrases 


ask 

l)usiness 

caii>t',  lii'caiiso 

course 

desire 

clsf,  list 

ituiose 

instan-,^. 

is,  Ills 

l(jn« 

must 

next 

oilier 

receive 

some 

soon 


state 
such 


-r 


-r 


speak,  spec  h        / 
/ 


than, then 

that 

tiieir,  there 

them 

they 

thing,  think 

this 

those 

was 

;;;  'he 

is  tliis 

is  there 

there  is 

iliis  is 

in  lliese 

for  that 

he  was 

there  was 

in  such 


o 

y 


7 


I 


*l 
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C^^ 


Rp:ading  Exercise 


/ 


^ ;  :?  o 


J     -r' 


•< 


y 


C-     -    ^^  ^  ^     — ^^ 


^J 


J^ 


-r 


.^' 


C 


> , 


s- 


'  ;?' 


-^  c   /- 


f<^     ^ 


Writing  Exercise 

1.  The  book  of  essays  by  Jolin  liurroughs  was-givcn  a  long 
III  it  ice   in-the  papers. 

1.      I-think   lliat  such  a  motion  was  made  early  in-the  session. 

.^.  l-sliall-not  wail  for  a  letter  from  Mr.  Kiiis^  as-the  b<iok  is 
on-tho   press. 

1.     \Vc  ir.i.!osc  a  list  of  things  which  wc-shall  nccrl  \cry  soon. 

5.  The  six;eih  by  Nicht)las  Murray  Butler  was  on-the  ethics  of 
teachint;. 


I    1 
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Diphthongs 

44.  A  pure  diphthong  is  the  union  in  one  syllable  of 
two  simple  vowels  uttered  in  rapid  succession.  The 
diphthonj^s  are  therefore  expressed  by  joining  the  circles 
and  hooks  representing  the  vowels  of  which  they  are 
composed.  * 

as  in      funic       f  u  m      ..2 


t^ 


ow    ^ 


as  III 


II  (J\V 


■f? 


I    ¥ 


1    V 


Ul 


I 


C 


as  111      oil 


as  in      (lie 


oil 

(11 


Note:_  Tho  diplnhonw  ii  is  a  coinhin.UJon  of  <•  and  m;  oiv.  of  ,i  and  im;  oi, 
of  a;,' and  «*.  Tlic  siva  i  or  tlic  dii)htlioiig  i  i.s  a  larRc  cirilc  with  an  iiitU-atatiou 
—  rr.sfnil)lin«  a  coiiiliinann-i  <>t  a  and  .,  which,  if  iitti-n'<l  in  rapid  suca-ssion, 
yield  a  sound  ahnosi  eqiiivalcat  to  ».  This  sign  lor  »  is  SPnerally  callt-d  "the  broken 
ciicle." 


General  Exercise 


fou.l 


toy 


aiinoN' 


SKy 


h  u 
f  u  'I 
k  ow 
t  oi 
a  n  oi 
ski 


"I 


"^ 


^r'J> 


fine 

li  !!;.;(• 

nuitc 

hoiigli 

Hoylc        li  oi  i 


try 


fin 

li  u  j 
in  fi  t 


<)\V 


t  r  1 


.^JS> 
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unique      u  n  P  k 


tl 


IV 


Ihl 


ounce        osv  n  s        i^^^ 


humid       h  \\  in  I  d 


toil 


t  oi  1 


^igh 


s  1 


ripe 


r  1  p 


youth        u  th 


f 


thou  t!i  <)\v         '■^' 


scout         s  k  o\v  t 


Nik 


\-  o\v 


J 


mine 


Roy 


ni  1  a 


r  oi 


pruo  ])  r  1  s 


riuiiie 


r  1  ni 


^ 


cue 


api)Iy 


1>  1  I  CZ  c:^' 


guide 


t  II 


all 


ov 


a  I  ul 


comply     com  p  1  I 


( liimc        ch  1  i;i 


iiivilc        m  V  I  t 


a(lj<jiii       a  J  (11  II 


fi^'ht  f  I  t 


tiijiiy         en  j  oi 


impugn     im  p  u  a 


/ 


utl 


inoutti       m  ow  l!i     — 


Lxudt 


'.V  u  d 


noise 


a  oi  s 


duilv 


ri  1  t  ily 


XoTi:s:  (a)  The  rules  RoverninK  tlie  joining  of  the  circles  apply  ti>  the  diph- 
thci!!;.;  i.  In  t!ie  words  A'jVr,  iile,  for  instance,  th.;  sij;!!  is  placed  outside  the  angle, 
11  i  IS  done  in  nail,  laic. 

'!  )  In  some  words  it  will  be  found  unnecessary  to  write  the  line  through 
t  le  lar^e  circle  to  express  the  diphllionK.  1-or  example,  it  is  sufficient  to  write  maX 
l.jr  wi:'///.  as  "  it  mat  (iiiiijlitl  he. "and  nui  for  wv*  as  "in  nia  (invi  O'jinioii,' etC- 
tlthcr  common  examples  are;   ///<■,  quUe,  lively. 


i! 


It 


I    J 
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Vowel  Combinations 


45.  Consecutive  vowels  which  do  not  form  a  pure 
diphtho-  J  arc  joined  in  their  natural  order. 


I. CO  I  V  o 

Owen        5  e  n 
Noah         n  o  a 


-^ 


olio  olio 

cameo       k  a  ni  e  6 
snowy       s  n  6  I 


^-cP 


Note:   When  lon«  <-  is  followed  by  a  small  circle,  as  in  Uwen,  (6  g  n).  the 
dash  is  usually  placed  beneath  the  hook. 

46.  Any  vowel  following  the  diphthong  i  is  expressed 
by  the  small  circle  within  the  large  circle. 


via 

\  1  a 

cy 

fiai 

flat 

J 

dial 

dial 

/^2— 

lion 


1  I  u  n 


science      s  i  e  n  s       ^^^yi^ 

iota  o  t  a  £>>-^ 

Xori::  When  <o  begins  a  word  it  is  written  (as  in  lo/a.  given  above)  with  ths 
same  movement  as  o  in  longhand,  which  it  resembles  in  api)earance. 

47.  Where  necessary-,  short  i  followed  by  a  as  in 
mania,  is  expressed  by  the  large  circle  with  a  dot  placed 
within  it;  and  e  followed  by  any  large  circle  vowel 
sound  by  the  larg?  circle  with  a  dash  within  it.  These 
distinctions  are  seldom  necessarv. 


mama     m  a  n i a 
medial     medial 

create     k  r  C-  a  i 


Oiympia      ollmpia'^ 

ammonia     a  m  6  n  i  a ,-; 
Lydid  1 1  d  I  a      v_ 


6 


"^-«l5^-= 


'^a».**JB««jt.. 


J 
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48.  There  are  a  few  words  in  which  there  are  no  con- 
sonants. In  such  words  the  dot  for  the  aspirate,  or  the 
marks  distinguishing  the  vowel  sounds,  should  be  used. 


ah! 
awe 

owe,  oh! 
hoe 


/ 


who  ^7 

hue,  hew  ^ 

hay 

high  O 


o 

/ 


ye 
yea 
w(je 
woo 


^ 


allow         Q^ 

behind       o 

find  J 

how,  out   (:f 

kind 

light 

like 

new 


Word-Signs  and  Phrases 

I  find 


•-^ 


point,  J' 

appyint 
right,  write  _xP 


side 


Use 


usuiil-ly,        7 
wi.-li 

while  c"-^ 


why 
wife 


J 

wire  <sE_^ 

please  wire     C s 

|)lcase  write    C ■ 

write  me  v_i.— - 

\ our  kind 
letter 

on  this  side  .--/? 

I  would  like  .^Z 


Special  Business  Phrases 

1  >e.ir  Sir  ^        Yours  truly  -^    V„urs  very  inily     / 

Deur  Madam /''^        \ery  truly  yours  >*     Yi 


ours  respectfully 


t      {;,- 
l^k 


3S 


~  '  r 
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Reading  Exercise 


■zy 


-55^ 


C^ 


/V< 


^-ry  C^ 


■3> 


T^ 


< 


.z^  . 


cP 


J 


c^  ^    o  ^ 


lit 


^ 


-,  c_^-  y- 


rS'C 


Writing  Exercise 


t-. 


1.  Julia  Marlowe  will-not  play  Ophelia  this  year. 

2.  Jf->()ii-fin(l  that  Mr.  Boyd  is  out  of-the  city,  plcase-wire-me 
so  that  I-can  get  other  help  for  you. 

3.  Please-write-mo  fully  as-to  what    you  do  about   increasing 
the  price  on-(he  lots  in  Butte. 

4.  Before  we  j)ublish  the  book  we-must  find  out  about  the  size 
of  type  which  you  \;isli  us  to  use. 

5.  The  chimes  will  ring  in  the  new  year. 


a!5.  x'Si  jir%f^r4;«SKaELii  "^'^te"*',  i: 


-vumti^}: 


wr 


■TSB-j&fi^--  ^^  .JBSMk: 
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Blended  Consonants 
49.  When  two  straight  lines  form  an  obtuse  or  blunt 
.mgle,  the  natural  tendency  of  the   hand  is  to  "slur" 
the  angle  and  allow   the  lines  to   form  a  curve,  thus- 


The  characters  have  been  so  arranged  that  many  fre- 
quent combinations  form  an  obtuse  angle,  and  this  angle 
not  being  observed,  the  lines  blend  naturally  in  the 
form  of  a  curve. 


50.  Ail  of  the  following  blended  consonants  are  writ- 
ten upwards  from  the  line  of  writing: 
TEX,  DF.N  /-"^ 


TEM,  DEM 
ENT,  END 
EMT,  KMD 


as  tn    tenor 


as  tn    temper    z' 


denote 


ciemolish 


IS  in    paint       {^V       bond  ^ 


as  tn     prompt 


deemed 


y 


Notes:  (a)  As  the  c...i.l,inations  are  pronotincerl  as  svllahlcs,  minor  vowHs 
occurnnK  between  the  consonants  are  omitted,  but  diphthongs  and  'tron«  y 
"'  cented  vowel.s  are  mserted.     Por  instance.  rf.<i«,  ,/,-,„■.  tnnn.  t,nne,  dome   7ime 

M  AlZueh  ih    U    'f'"''  "  "?'■  """""'■■• '"  ''■■'"'''  ending  in/«,„  as'-Z./.T; 
(h)  Although  the  blends  .       end,  rmi,  fmj  nm  „r,)„.i i  n.M-   ;      . 

the  beginning  of  a  word,  as  in  enlry.  cnlaH.  i-Jiv.<-pi.  di 
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General  Exercise 


ill'; 


y 


tenets  f 

tenant  /^ 

tenacious  ' ''  '-  "^ 

tionsc  -''' 

condense  ., — 

com\QWfi\lwn  -.^ 

continent         , . 

ccwdcnni  .— , 

intcnlion  '''^  _^- 

c.vtcn.v/r;K  >-'" 

conXvntion  ^^^ 
sweeten 
latent  ^''' 
niiilitiy 
slcnril 
mutton 


detain  -^ 

tlircaten       --' 
tendcniy      '^ 
attendance   - 
timid  ''' 

Irecvioin 
kingriom 
rf»«iom])la- 


-^ 


y 


anatomy 

pliaiitom 

autunm 

sanctum 

iirand 

lined 

si^iU'd 


crO 


ry-' 


olitain 


. — — r'''       faint 
C^^  uaint'<l 


y^ 


addenda  (I'V 


Xoii  s:  (a)  Tlie  rule  kivcu  in  rarajraph  16  aiiplics  to  the  circle  hetwern 
tlic  1ilenilc-(l  consonants  aiui  straii:iil  limvi  as  in  tlie  word  Imaiiuus. 

{':)  Whctc  it  i-^  ijojsibic  lo  iu-;:  either  /<«,  uVk,  or  <iii,  <«i3,  the  ten,  den  blend  is 
Riven  the  preference. 


WSJ^>i^'s^ 


^3RSlBS!?^S^^^'SEfSSrSPrTTE" 


SKVKNTII  Li:S.S().\ 
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51.  In  joining  d  lo  f  or  v,  and  j  to  cjit,  end,  the  angle 
is  obscured  in  rapid  writing,  and  the  combination  is 
written  with  one  impulse  of  the  pen. 


I)EF-V,  TI\  K  ^yusnt    .klealO 

JENT-D,  PENT-U  O^ as  in   gentle  < 


natu  e        -i^p  v 
happcnedO^ 


; 


Note:  It  will  bo  found  that  tiif  «ciierally  occurs  at  tlie  ou.l  ..f  worJs.  as  in 
native,  ami  cannot  be  confused  witii  J./,  diz;  which  generally  occur  at  the  beginning 
of  words,  as  in  d,famf. 


defy 

edify 

edifice 

deface 

defame 

defense 

devout 

divine 

divide 

diftldence 

dcxi-ic 


a 


General  Exercise 

deficit  'y/  genteel 


O' 


9 


^'^^'^T'J     spent 


contingent    ■ — •^'cP 
tangent         'cP 
pageant       ^ 
dejKnid  ^L^^' 

o 


<y 


expend  (^ 

//).'i)ond/»" 


zy- 


42 


r.RVAA)   SHOkTIIAXD 


I . 


_  52.  The  syllahk-s  mm,  mem  arc  expressed  by  lengthcn- 
niR  "/,  thai  IS,  l,y  ;„i„i„g  ,„  ami  n;  ted,  ded,  det,  by  a 
long  sln.ke  upwards,  e.i„al  to  /  and  d  ioined  ;  ...  or 
=^'is  ,,y  i,M„,ng  the  two  signs  for  s;  xes,hy  joining  x  and  .. 
MEN.AIKM 


Ti:i).  I)l-:i), 

1)i:t 

si:s 

XLS 


s    ? 


(IS  in     invu/ ion 

(IS  ill      ji.iHse.s     /C 
(IS  ill       ho.xcs       '5 


"V     liicniory 

faces       0/ 
-•nixes       


General  Exercise 


man  — 

many         

iiH'iiai-e  _ 

niitiuie       

1:10111  h       

a  men  ^^ 

ariniU'M  -  ; 

immeiiM'  ,..- 

cniaii.iio  ,.  - 

''       Juemuir      


etfeniinatt;  ^-. 


-^         noiiiiiiale  __ 

T^  '      examine  j 

— =■'       niaiiiiain       

-•^^       miiiimimi     

stamina  /^ — 

wnmeii  J 

T       omen  ^^ 

''^       ominous      ^ 

-Jir— '    remain  ,    „ 


-^ 


dc(cr//V)« 


waited  ^ 


-f'^^F^ri^' 


scvKX'iii  Li:sso\ 

masses        —-f^  teases        -^ 

guesses       - — J  possess       /^ 


sustain        >-^ 
cessation    ^y" 


races 


-r 


basis         y^ 


kv  ,es 
fences 


; 


annexes 


taxes 


-:--f 


^' 


N'OTF,:  111  rapid  wntiiiL;  tin-  lir.n  5  in  si-s  may  brcoriie  obscun-.  and  yot  the  second 
J,  l)ciiiK  written  tniur.iry  to  the  rule  for  writin:;  ii  sIhkIo  s.  clearly  indicates  the 
plural  form.     Coinpan/jfc,  furcs,  casf,  lases.  pass,  /iti.vs,  v. 

53.  At  the  tiul  of  many  words  ted,  (led,  and  Kometimes 
(•(/,  may  l)e  exi)ressc(l  hy  /  placed  l)cncatli  or  close  t(j  the 
preceding  character. 


invited     _,        (ii\idc(i  (<P       demanded 


printed  Cj^-' 


54.  Adxanlage  may  be  taken  of  the  hlendnig  principle 
in  phrase  writ    \<g,  thus:   t-me  for  to  me,  t-do  for  to  do. 


lo-iiay  ^ 

to  do  ^  ' 

to  draw  ^' 

to  mean  /^ 


,^ 


to  meet  -'^'""^  ought  to  know- 
to  make  ,''  '"^  at  any  time 
to  my  r  what  to  do 
to  know  t^"  in  due  time 


Word-Signs  and  Phrases 


and, end  - 

hand  : - 

agent        / 


a.-^sist  i^ 

alt(>ntion      r 
between      C" 


date,  (lid     ^ 
def-nile        (^2 
devote        'y 


ft 


44 

ditTcr-'""* 


r^) 


sfKiety 
diflicult-y       '''J,        limo 


duty  ^ 

endure  -^^ 

exist -once  ^ 

Kt'iitlonu'ii  (_y 

?>Iessr.s.  -y 

s.i\s,  s\>iciii  / 

seascin  Jl 


GRECr.   SnORTHANC 

/  and  I  am  _^- 

^  at  hand  >— ^ 

tomorrow    '-'"  all  my  time  . , 

want  .--^  i.t  that  time  ^ 

^^'''"  •^"^  for  the  time  ^' 

in  lime  -^  your  a!  icntion  ---^ 

an.l  (here      --'''  kind  atitmiuii  ^< 

ami  ihi-reis -'  e\-ery  attention  /^^ 


AM  am 


m\-  aiii'mioti 


Rp:ading  Exercise 


.7 


.>^ 


•"^ 


J 


^•7     (?■ 


/- 


'-P 


^ 


/ 


it'-4':.-a 


5»-_,,.-«|,XK 


SEVENTH  LESSON 


4.S 


^^-J 


£? 


)-   n.   ^ 


/  .    / 


"p 


-e? 


(t? 


-:^ 


■r 


; 


Writing  Exercise 

1.  The  society  asks  for  fliffcrem  working'  conditions  iiml  a  mini- 
mum wage  law. 

2.  The  memoirs  of-this  famous  man  read  like  a  romance;  such  a 
hook  will-he  an  inspiration  to-me. 

3.  Andrew  Temi)le  will  stuily  printing  and  hook  hinding  in  the 
evening  clashes  at  the  .Manhattan  Academy. 

4.  Your-letter  reachcfi  me,  hut  I-have  had  no  time  to-make  the 
definite  reply  dcp-    '  '?d. 

5.  That  you-.ire  in  husiness  means  that  >ou-are  doing  something 
for-which  mankind  is  willing  to-give  you  money. 

6.  Wc-can-not  grant  the  extension  of-time  you-wish,  and  if-the 
money  does- not  reach  us  by-the  date  mentioned,  we-shall  draw 
on-you   through  our  hank. 

7.  The  aiditor  who  was  sent  to  examine  the  hooks  for-the  season 
had  to  devote  a  month  to-the  work. 


EIGHTH   LESSON 


!   * 


Rui  F!-^  \\n^  Ex-Dressing  R 

55.  'I  ho  cii(  I  ')i  Uh<\)  is  wriiu-n  with  a  if\c  m'  me  ^- 
mi'iit  li<  ixjjris'-  k  : 

(a)  Bi'tnrc  or  after  -.IihuI"  iiiics,  or  hclu  •.■(.■ii  Iao 
straight  liiu-^  i"  ilic  .'-aiiR- di'       l>,n. 


li.fo 


art 


arm 


.  \l!,-r 
tar  ^ 

mar         


Ih-tljcrn 


tart 


liar-.li  /'  >.iiare       if  t.n  ly  ,-'*'^ 

(1))   p..  iwt'cn    I  hori/oni.il  .m<l  an  upward  iharat  ler. 

ad  gardtii 


marl 

25^ 


cart 


(c)    Ik'twcvu  a  (lownwani  (  haractL-r  and  T,  1),  >      J. 


pert 


:)arii 


<  harl 


farn, 


Xnri.:    As  thcf  ■-;  a  tcii'icncy  in  r.ij.id  \vru:n«  i  ■      ,rvc  .i  -trai;;ht  line  whci 

after  »'h.  J,  iiliislratc'i   ;ii  ch:rl  (con.p.ire  wall   [i,  ■  a.li/pt..-,!  to  prevcu:   any 

possilnlity  of  niisrcaiiitij;. 

46 


KlC.mW  LI  SSOX 

(d)   n-'uvcrn  >i..C  H,  J.  ami  L. 
churl  Charles  larlatan 

5«  .  \W 


\'/ 


\.\r\ev 

/ 
/ 


■nji'r.'Sr    ihe   f.  Ihc    rc-VtTM.I    .  ITU-    to   .) 

('('/    -it  tlu;  I    tl  ol       M    ji^Jit  Imu.  tlu-  1(    :c-i  S       addrd. 
d.'res  stars 


til 


ie;tit-"s 


pre 


i\K 


/ 


le<i^;Lrs 


/ 


5:  .   l>.-to:       -raiKlit  HiK's  S  in  wv,  ccr,  sar,  ;,     !  T],  i„ 
lii  '■ .  ihi.  .  n     y  .,e  written  contrary  to  tht-  i    ■         >      '      " 
■{  :  >!niny  I      xpnss  R. 


lOO 


issert 

serjje 

^ 

/ 

fc^ 

■ncLTt 

exert 

in  hi 

t^- 

<^ 

-zi 

(lescT 


third 


thin 


!V 


e>- 


The 


rmos 


GEN!:RAL    EXERCIKE 
hea  tr^  army       cl_-  ^  harness 

neartv       ir= '^  hard        <?>-"^  .ArniLiii.'. 

Heartily     ^'^ 


harn;       en 


earn 


48 
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?  f 


HI 


$i 


'  i 


t^ 


'4 


i. 


cartridge  -^v^'*/^ 

•It  is  fonerally  more  facile  to  use  the  circle  for  the 
heard  in  «r. 


surname 
ohsciire  Yowe! 


Botind 


EIGHTH  LESSON 

58.   The  letter  R  is  omitted  without  reversing 
(a)    In  many  words  containing  ar,  cr: 

y  cargo 

clergy 
certain 


starch 
large 
margin 
alarm 


y 


/ 


serve 


tarnish      ^ 
argue       ^ — 


starva- 
tion 
gargle 


surface  ^y 

surprise  Qp 

surplus  (^^ 

traverse  -t 


(b)  In  many  words  containing  or 
ordain 


extort 


ornate 
indorse 


per\'erse        (^ 
pen/ersity  ^ 
learn  ^ 


5 


term 

turn 

lantern 

northern 

southern 


sort 
border 


(c)    In  words  beginning  with  war,  wor: 
warn  ward 

■2r- 


retort 


absorb 


war 


worse 


49 
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If-  . 


If^ 


59.  The  reversing  prirciple  is  used  to  express  L  in  the 
following  words: 


till,  tel 


ile 


(leal 


still 


mail 

style 


mile 


C7-i 


detail 


Note:    TIu'  plural  of  these  words  in  expressed  by  a  reversed  /(Xy,"  — see  Par.  56. 
deals  mails  styles  details 


certificate  -'^ 

determine  <^ 

firm  ^^ 

first  y* 

merchant 


Word-Signs 

merchandise  . — r^        particular  ^ 


r 


order  -^ 

organize-         ^^ 
organi^atiDn 

question  '--, 

refer-ence 


°  y 


territory 
trust 
until 
word 


/ 


Reading  Exercise 


-ir 


J^ 


^^ 


/ 


^. 


^ 
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51 


/ 

/      o 


y 


•>7 


9 


^ 


.^ 


J 


9     \^ 


^ 


■v.         /^  Ci^ 


V 


^- 


t 


,*0        c^-' 


y  -^ 


-^ 


^^ 


*r- 


Writing  Exercise 


1.  The  poems  of  Robert  Burns  portray  his  love  for  mankind, 
as  shown  in-the  line  'A  man's  a  man  for  all  that." 

2.  We-can-not  fill  your  first  order  until  we-have  heiird  from-your 
references. 

3.  In-the  northern  territory  this  organization  sells  only  to  certain 
arms,  but  in-the  southern  cities  it  does  a  large  mail  order  bu.«iness. 

4.  The  firm  in-question  deals  in  hardware  and  sells  all  styles 
of  churns,  haminers  ami  other  tools  to-the  fanners  iu-ihis  and 
bordering  countries. 


m( 
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i! 


llWlj 


■  h 


ii 


Word-Signs 

60.  The  forms  on  this  page  should  be  transcribed 
without  referring  to  the  key.  Afteru'ards  the  student 
should  compare  his  transcript  with  the  key,  and  make 
corrections. 

Review  Exercise  on  Word-Signs 


'— — ■-< 


2.  -  -'  ^  r   ^  {'_ 

(>■  /  c.   (:r  CD   —   -—    -r 

8 
9. 


L 


^7' 


^  /  J  J  ^—^ 


cp  r  r 


-^ 


^    ^     /   /^  of    / 


10. ._    /  >-  /  ^  ^  ^  V-  ^  ^  ^.  , ^  ^  o  ^ 


11.,' 

12.^ 


^  ^^    ?   J   ^ 


Q-^ 


52 


^^ 
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KEY  TO  REVIEW  EXERCISE  ON  WORD-SIGNS 
61.  The  student  should  test  his  knowledge  of  the 
vvord-signo  by  vviting  the  following  words  in  shorthand, 
afterw^ards  comparing  the  forms  he  has  written  with  those 
given  on  the  opposite  page.  In  doing  this  it  is  a  good 
plan  to  place  a  ring  around  any  word  incorrectly  written, 
and  afterw^ards  write  several  lines  of  the  correct  form. 

1.  a-an,  about,  above,  after,  agent,  all,  allow,  am-more,  and-end, 
any,  are-our,  ask,  as-;ist. 

2.  at-it,  attention,  bc-but-by,  becomc-b(x.k,  been-bound,  before- 
behalf,  behind,  belief-believe,  between,  beyond,  body,  business, 
call,  can. 

3.  care,  cause-becausc,  certificate,  change-which,  check,  company- 
keep,  could,  course,  date-did,  definite,  desire,  determine. 

4.  devote,  differ-ent-encc,difiFicul.-y,  duty,  else-Iist,  endure,  ever," 
exist-ence,  fail-follow,  far-favor,  find,  firm,  first. 

5.  for,  form-from,  fricnd-ly,  full-y,  gave,  gentlemen,  give-n,  glad, 
go-good,  great,  hand. 

6.  have,  he,  how-out,  I,  in-not,  inclose,  instant-instance,  is-his, 
judge,  kind,  let-letter,  light,  like. 

7.  little,  long,  look,  market-Mr.,  Messrs.,  most,  move,  much,  must. 

8.  name,  new,  next,  of,  one,  order,  organize-organization,  other, 
particular,  please,  point-appoint,  public-publish,  put. 

9.  question,  real-regard,  receive,  refer-ence,  reply,  represent, 
right-write,  says-system,  season,  shall-ship,  should,  side,' 
society,  some. 

10.  soon,  speak-speech,  state,  such,  sure-ly,  teach,  territory,  than- 
then,  that,  the,  thcir-there,  them,  they,  thing-think,  this,  those. 

11.  time,  told,   to-morrow,  trust,   until,  upon,   use,  usual-ly-wish, 
very,  want,  was,  week,  well-will,  went. 

12.  were,  what,  wlieii,  wiiere,  while,  why,  wife,  wire,  word,  work, 
world,  would,  yes,  you-your. 
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List  of  Additional  Word-Signs 

62.  Many  of  these  words  are  written  in  accordance 
with  rules  given  at  a  later  stage  of  the  study,  but  are 
presented  now  so  that  the  student  may  begin  dictation 
on  connected  matter.  As  these  words  are  of  frequent 
occurrence,  the  forms  should  be  diligently  practicx'd,  in 
order  to  gain  facility  in  writing  them. 


accept-ance 

accord 

accordance 

acknowledge 

accjuaint-ance 

advantage 

advertise 

again 

agree 

always 

arrange- ment 

avoid 

beauty 

better 

bill 


bring 

capital 

car,  correct 

carry 

character 

charge 

cleiir-ly 

clerk 

collect 

consider-ation 

copy 

corporation 

correspond-ence 

cover 

credit 


7 


"ly 


'7 
? 


P 
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custom 

—- 

'"'P"'-t-u"ce 

r 

deliver 

imi)r()v<.-ineiit 
if           ,• 

(lire;t 

<_^ 

dollar 
draft 

,/:^ 

influence 

-7 

duplicate 

.r 

invoice 

^ 

durinjj,  Dr. 

y^-" 

jury 

educate 

^^ 

niorigage 

effect 

either 

^         _-■ 

cndugh 

J/ 

ne\cr 

neAsi)ai)er 

object 

7 

txperiencc 

/  • 

oblige 

c. 

fault  (sce/ci//) 

1 

occasion 

^ 

future 

1 

^^•^"P-^'tion 

^ 

God 

^ 

ofiice 

> 

gone 

^-              -» 

official 

<^ 

got 

.-- w" 

opinion 

^ 

govern- men  t 

^'") 

part 

^ 

house 

princip-fj 

C 

i  in  media  te-ly 

^ — = 

publication 

Z' 

y' 

( 


' 


If 
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pupil 

(iiiality 

(jtiaiitity 

railroad 

mil  way 

recent 

record 

regret 

remark 

remit -tance 

report 

respect-ful-ly 

return 

/  -ti.-!:_, ,, 

\__s;iti';facii(ii 
:  ?nd 

sir 
small 


GREGG   SHORTHAND 
/^  sfiirit 


—i' 


r 


c 


y 


/ 


stand 
stix-k 
strange 

strong;,  istrengtli 
suggest -ion  / 

thank  ,^ 

thorougli-K',  three      — *' 
throughout  — 


truth 

tN  pewriter 

value 

\t)\vcl 

wealth  (sec  'diell) 

with 

without 

wonder 

ye-  1    (ay 

young 


^ 

Z^ 


^^ 
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Notes:    (a)   The  plural  of  word-siuns  ending  in  .V  iii  formed  as  follows: 
causes  instances 


-? 


respects 


(b)    To  express  the  plural  of  word-signs  ending  in  a  circle  and  of  some  words 
ending  in  a  loop,  a  slight  change  is  made  in  the  manner  of  joining  S. 


families 


cares 
homilies 


carries 

-:& 

anomalies 


(c)    After  a  circle  vowel,  ly  is  written  outside  the  preceding  consonant,  thus: 
namely  dearly  likely 


daily 


nearly 


merely      ^ 


(d)     Ly  is  added  to  worda  ending  in  the  diphthong  »  by  the  double  circle. 
I'ehtly  kindly  rightly 


Reading  Exercise 


J-  /  J 


2 


>^ 


n 


J       J     ^       n        C        ^         ^r-  -  C 


^ 
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Writing  Exercise 

1.  The  Rovcrnincnt  will  insure  the  goods  against  loss. 

2.  ^'^)llr  at( ci)t.iiu (•  of  our  order  is  in  aiconiamc  with  the 
arrangement,  a  ( opy  of  whit  h  I  gave  to  your  clerk. 

i.  His  long  experience  in  writing  advertising  copy  will  be  an  ad- 
vantage toliie  newohicial  in  his  work  with  the  insurance corjajration. 

4.  Quality  is  more  impoitant  than  (juantily.  Your  motto  should 
be  "Not  how  nnich,  but  how  well." 

5.  The  charge  of  the  judge  will  oblige  the  jury  to  c(>n.sider  the 
character  and  occupation  of  the  victim. 

6.  The  agent  reports  that  he  could  not  send  the  book  yesterday 
but  that  he  will  tlcliver'it  to-morrow  without  fail. 

7.  The  typewriter  is  of  great  value  in  the  business  oilfice.  In 
truth  it  is  ditllKult  to  do  business  without  one. 

8.  He  siiys  that  most  of  his  pupils  wish  to  take  the  full  course 
and  that  he  is  planning  the  organization  of  a  new  class  at  the 
beginning  of  next  month. 

9.  We  suggest  that  the  sixicty  arrange  to  take  .some  action  on 
this  report  and  that  such  action  be  made  a  part  of  the  record. 

10.  Please  send  a  check  with  your  next  order  or  we  cannot  ac- 
cord it  immediate  attention. 

11.  The  report  of  this  season's  business  is  thoroughly  satisfactory. 

12.  I'he  object  of  this  publication  is  to  place  before  the  public 
the  truth  about  the  recent  report  on  the  railway  stock. 


ITTJr 
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Compound  Words 

63.  A  number  of  compounds  may  be  obtained  by 
joining  simple  word-signs,  as  illustrated  in  the  second 
lesson  by  tlie  word  "before."  The  following  words  are 
formed  on  the  same  principle: 

any: 


t^ 


be: 

e\  cr->  : 

here : 

there: 

where: 

soe  rr: 

s<iinc: 

with: 


?>' 


y- 


G-y        C, 


9 


/ 


^/ij 


3^ 


-I?' 


C^, 


J c=> 


M 


Note:  Slight  modifications  or  omis.sioti.s  jrc  made  in  the  forms  for  anywiiere, 
anyhau;  hfreinaflrr,  hrreu'tth,  lurxrv.-r,  sonnHmf.  and  somr-,vlure.  These  should 
receive  special  attention.     The  form  tor  ttDtunlhstanJing  is  not-wilh-s. 

59 


(,0 


gi<i-a:(:  siioRTn.wij 


'  IlSCELLANEOUS   COMPOUNDS 


nolii  <!v 


nu'  Muvhile 


/ 


i<(>\erilit'lesis 


stainliMiint 


otherwise         „ 


I  i 
5  »  ::( ' 


KEY   TO    COMPOUND   WORDG 

any:      anylxKly,  an\unp,  anywhere-,  anyhow. 

/'(-.•         hffore,  1)(  forchauil,  Ijchindhaiid,  htlonK,  lu'sidc. 

evcr-y:  whaicxer,   whi-nevcr,  whiche\er,  howc\cr,   wlitjtnir,  CM-ry- 
lunly,  everyone,  ever>  where. 

here:     liereafter,  herein,   hereinafter,  hereinbefore,  here<jn,   herein, 
liLretofore,  hereunto,  lierewiih. 

there:    i  liereafter,   therein,   tlierefore,    therefrom,    thereon,    thereto, 
thereupon,  therewith. 

'ii'liere:  whereabouts,      whereas,      wherever,      wherefore,     wherein, 
whereof,  whereon,  elsewhere. 

soever:  whatsoever,  wlieresoever,  whensoever,  whosoever,  \vi omso- 
e\er. 

some:    sonielKxiy,  somehow,  someone,  sometime,  sonic  hat,  some- 
where. 

'icith:     within,  withstand,  forthwith,  notwithstanding. 


Derivatives,  Etc. 

64.  After  ablircviaicd  words  and  words  ending  in  a 
reversed  circle,  a  short  dash  struck  upward  is  used  to 
express  the  past  tense;  the  disjoined  /  expresses  the 
terminations  er,  or,  and  the  disjoined  ri,  expresses  ary,  ory. 
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w.«nted 


ex|)erK'n(cvl 


c 


(lirwtor 


(Iiro  lorv 


llci 


i.jllcr 


<'ijsti»iiiar\ 


dc;i 


rcr 


noarcr        _£__  imirdrriT 


X- 


'on.:   When  tin-  for 


Mi-i  .ire  .listinctive.  ir,  or.  orv 


i" 


,  boumiar 


y,  r'.irir.  strongt'r,  wrilfr,  npitrler. 


111. IV  be  joined,  a-i  in 


65.  When  a  uonl-siyii  i-mls  with  the  hist  consonant  of 
the  word,  the  reviTsinu  principle  may  Ik-  ilswI  to  cxf)rt.'ss 
cr  after  straight  lines. 


>  loncr 


longer 


firmer 


teacher 


/ 


66.  The  word-si^Mis  aficr   (af)   aiul   out   {o'w}   may  he 
II-"  '  as  prefix  f(»rms. 


atlertinu 

s 

afttTiiiMm               outstaiu 

ing 

outside 

^ 

Z..                          ^' 

— . 

^    ■ 

General  "Ex.  ta-- 

1 

cared 

-'"^ 

collected       — .i___-^ 

cretlitor 

—^ 

favoreil 

^ 

corrected    — -, 

fuller 

V 

returned 
believed 
caii.scd 

, f''- 

insured        -^ 
insi'rer        -, 
adven:    r       >i— 

giver 

kinder 

recorder 

■^        -n 

inclosed 

^n- 

clearer        -\_— C- 

soeaker 

/ 

62 


*  :•■   : 


i{  :' 


iti^ 


-}  t- 


sender  •=^- 
sliiijpcr  ■/—' 
publisher    •^ 
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thinker  "'^-^  afterglow  -- 

worker  > — ^--^        outgoing  i:^^^ 

afterthought  ^^  outfit  ^ 


The  Abbreviating  Principle 

6'7.  Many  long  words  may  be  abbrcxiatcd  l)y  dropping 
the  terminations.  It  would  be  a  waste  of  time  and  effort 
to  write  more  of  a  word  than  is  necessary  to  suggest  it 
when  transcribing.  This  principle  is  alreatly  familiar 
in  longhand,  as  Rrd.  for  Rroerend,  ans.  for  answer,  Jan. 
for  Jatiuary,  Phila.  for  Philadelphia,  etc. 

The  extent  to  which  the  principle  may  be  applied 
depends  upon  the  familiarity  of  the  writer  with  the  words 
and  subject  matter.  Every  writer  can  apply  it  easily 
and  naturally  to  familiar  words,  and  adapt  it  to  the 
special  requirements  of  the  line  of  work  in  which  he  may 
be  engaged. 

The  words  given  in  this  lesson  are  among  the  most 
common  and  useful  illustrations  of  the  application  of 
this  principle.  When  these  have  been  studied,  it  will  be 
easy  to  apply  the  principle  in  general  practice,  l^any 
of  the  words  given  in  subsequent  lesscais  are  abbreviated 
in  this  way.  It  is  important  to  bear  in  mind  that  all 
the  words  so  abbreviated  will  usually  occur  in  sentences. 
For  instance  in  the  sentence  "  He  was  received  with  great 
enthusiasm,"  it  would  be  sufficient  to  write  enthus  for 
enthusiasm;  and  the  same  form  might  be  used  for  enthusi- 
astic in  "He  met  with  a  most  enthusiastic  reception." 
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ILLUSTRATION   OF   ABBREVIATING    PRINCIPLE 

It     is     possible     tliat     the     success     of     ilie     magazine    may 


make    it     necesskXiyr     to    chanj;e     the     polivy    of    tlie    ai-.vociat 


lation 


-ZT 


? 


at    the    next     meeting    in     P/;//adelphia    sometime    in    JaKuary. 


Have     you      a      w/fworanchim      of      their     .^nawcial      standing? 
We    cannot    cancel    the     6a/ance.     The     fVftruary    numher     will 

contain     an     onj^inal     story      by      a       very     prominent     writer. 


r 


Please  answer  this  'etter  before  .September  first.  We 
remember  your  co-o/)eration  at  that  time  and  we  shall  show 
our     appreciation     when     there    is    an     opponunity    to    do    so. 

^       C     --     -       .        C. 
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Exercise  on  Abbreviating  Principle 

The  following  words  are  to  be  written  in  sliorthand, 
and  afterwards  compared  with  the  forms  given  on  the 
opposite  page: 

1.  aband(on),    abbrcv(iate),    ahsCent),     abso(lute),    accus(tom), 
alph(abct),  ambasrt(ador),  anim(al),  anon(ymous),  ans(\ver). 

2.  apol(ogize),  apprcc(iate),  ass()c(iation),  attit(ude),  attrib(ute\ 
bal(ance),  brill(iani),  cal(culate),  canc(el). 

3.  cap(ablc),      Cath(olic),     cclel)(ratc),    chil(dren),    coliat(eral), 
conseq(ucncc),  co-op(erate),  deg(ree). 

4.  delib(crale),  demons(tratc),  diet  (ate),  dilap(idate),  dilig(ence), 
dis(countj,  cloci(ucnt),  emin(cnt). 

5.  Eng(Iand),     cnthus(iasin),   entit(Ic),  establish),  cxani(ination), 
fam(iliar),  finan(cial),  freq(uem),  gc'n(eral). 

fc.  grat(itudc),  hund(rcd),  inaug(urate),    indic(ate),   innoc(ence), 
invoK.ve),  irrcsis(tible),  journ(al). 

7.  knowKtdge),   lang(uagc},   leg(al),    leng(th),    lib(erty),    loc(al), 
iiiag(azine). 

8.  maL(ter),  niclan(choly),  memo(randuni),  mod(erate),  neg(lect), 
ncgot2(ate),  nuni(bcr). 

9.  numferous),    r)bso(rve),    oby(ious),    oppor(tunity),    ordin(ary), 
orig(inal),  pamph(lef),  pecu(liar),  pecun(iary),  perman(ent). 

10.  porpend(icular),    plcap(ant),     pol(icy),     pop(ular),     pos(sible), 
pov(erty),  predeces(sor),   prcf(er),    prej(udice),    prelini(inary). 

11.  prep(are),  pres(ent),  presi(de),  priv(ilege),  prorr,in(ent),rath(er), 
rclin(i(uish),  remem(!)er). 

12.  remons(trate),  rcv(crend),  ridic(ulous),  scrup(ulous),  separ(ate), 
sev(eral),  simil(ar),  piniul(taneous),  singu(lar). 

13.  splend(id),  suc(cess),  suf(ficient),  synon(ymous),  temp(erance), 
trav(el),  unannmous),  un(ion),  vul(gar). 


i!:^.rf 


TENTH  LESSON 


65 


Exercise  on  Abbreviating  Principle 

The  following  words  are  to  be  transcribed  without 
referring  to  the  key  on  the  opposite  page  until  the  work 
has  been  completed. 


i.  Cf  Cf. 


■^ 


f^ 
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68.  The  Abbreviating  Principle  may  be  applied  to  a 
short  word  when  a  di^^tinctive  outline  is  secure  1.  Usually 
this  is  done  after  a  diphthong  or  strongly  sounded  vowel, 
as  illustrated  in  the  word-signs  r'r^ht-'wr He,  find,  light,  side. 
The  following  are  useful  examples: 


bright 

(Idiglil 

arrive 

derive 

decide 

unite 

strike 

entire 


^^ 


6 


client 

))rivalc 

trial 

doubt 

loyal-ty 

power 

proud 

thousand 


C^ 


I 


Days  and  Months 


,^^ 


Sunday 
Monday 
Tuesday 
Wetlnesday    ^^-r 
Thursday        "^"^ 
Friday  Ci?" 

Saturday         ^ 


January 

February 

March 

Aj)ril 

May 

June 

J"'y 


/ 


-^ 


trade  ^  "^ 
grade  l^ 

freight  Cx-^ 

claim  '-^_-s-^ 

p()or  I' 

cure  --pr 

night  — rr? 

to-night  <^ 

August  c^ — ) 

September      ( 
October  c- — ^ 

if 

November 
December 


/ 

/ 
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Figures,  Etc 

69.  After  numerals  the  word  dollars  is  expressed  by 
d;  hundred  by  n  placed  under  the  numeral;  thousand 
by  th;  million  by  m  placed  on  the  line  close  to  the 
numeral ;  billion  by  b;  pounds  (weight  or  money)  by  p; 
gallons  by  (j;  barrels  by  br;  bushels  by  bsh;  feet  by  f; 
francs  by  fr;  cwt  1)\'  ntv;  o'clock  by  o  placed  over  the 
numeral : 


S5 

500 

S500 

5,000 

S5,000 

500,000 

5,000,000 

$5,000,000 

5  lbs.  (or  £5; 


57 


£5,000 
£500,000 
five  gallons 
five  bafel  i 
five  bushels 
five  feet 
five  cwt. 
five  o'clock 
500  feet 
fi\e  francs 


'jr 

r 

r 

J'' 

jr 

7 


^ 


500  lbs.  (or  C500)     ^ 

(\ 

70.  These  signs  may  be  used  after  the  article  a  and 
such  words  as  per,  jew,  several: 

y^  few  thousand  dollars  J^- 


a  dollar 

a  thousand  dollars 


a  pound 


y^ 


1  Ml- 
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a  hundred  thousand  i^^-  per  hundred  ^ 

scNcral  hundred  —  a  milliun  •  — 

se\eral  liundrcd  dtillars    '— -^  a  gallon  i^i— 


71.  Cents  when  preceded  by  dollars  may  be  expressed 
b>'  writing  the  figures  representing  them  very  small  and 
above  the  numerals  for  the  dollars;  when  not  preceded 
by  dollars  the  sign  for  ^  is  placed  above  the  figures. 
Per  cent  is  expressed  by  s  written  below  the  figures; 
per  cent  per  annum  by  adding  «  to  per  cent. 

SS.5()       fi\ e  cents       fi\e  per  cent        fi%e  per  cent  i)er  annum 


/'^ 


S" 


^ 


cT" 


Reading  Exercise 


J^' 


_x-> 


; 


J^ 


f<j 


J 


Y: 


^ 


/ 


y  J 


r  ^  .'^iWii.-' -w 
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^ 


^o 


C, 


x' 


Writing  Exercise 

1.  Elsewhere  in  this  issue  you  will  find  a  iiotice  w^hich  should  be 
read  by  everyone  who  desires  general  knowledge  about  ilie  legal 
rignts  of  women  in  the  difl'ercnt  states  in  the  union. 

2.  He  afivertised  in  the  afternoon  papers  for  an  experienced  col- 
lector and  by  10  o'clock  tliat  night  a  hundred  replies  were  receivetl. 

3.  The  elocjuent  speaker  was  greeted  with  enthusiastic  applause 
which  indicated  liiat  his  views  were  popular. 

4.  II  the  quality  of  this  merchandise  is  not  as  represented  you 
may  return  the  goods  to  us  and  we  will  give  you  credit  for  them, 
but  we  cannot  possibly  allow  you  any  discount  on  the  balance. 

5.  The  crcditoi-  will  not  relinquish  the  claim  which  his  first 
mortgage  gi\es  him,  .-"nd  therefore  we  cannot  sell  the  entire  -tock 
at  auction  as  the  other  creditors  suggested. 

6.  We  allow  a  discount  of  5'  (',  on  cash  sales. 

7.  Some  customers  take  advantage  of  this  even  when  they  hnd 
it  necessary  to  borrow  the  money. 
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Phrase-Writing 

72.  The  student  should  cultivate  the  practice  of  join- 
ing small  words,  for  without  it  great  proficiency  can 
nevt-T  be  attained.  All  the  common  phrases  consistmg 
of  two  or  three  words  should  be  written  with  the  same 
facility  as  an  ordinary  word-form,  but  nothing  is  gained 
by  straining  after  special  forms  for  uncommon  i>hrases, 
or  where  the  outline  requires  more  than  five  efforts  of 
the  pen.  While  experience  must  ever  be  the  supreme 
teacher  in  phrase-writing,  the  following  suggestions  will 
be  useful. 

{a)  At  the  outset  short  and  (oitiinon  words  only  should  be  joined. 
(?))  The  words  should   make  good  sense  if  standing  alone,  as 
I  am  iilad. 

(c)  The  outlines  for  the  word-;  should  W  capable  of  being  easily 
joined. 

(d)  Phrases  that  carry  the  hand  away  from  the  line  of  writing 
should  be  avoided;  in  other  words,  ilic  writer  should  aim  at  onward 
movement. 

(e)  Pronouns  arc  generally  joined  to  tlie  word--  they  precede,  as 
/  am,  J  shall,  you  can,  'd'e  have. 

(J)  ..  (iualifvin<<  word  may  be  joined  to  the  word  it  qualifies,  as 
flood  men. 

(g)  The  prepositions  to,  of,  in  and  with.   ait.i  the  conjunction  and 

70 
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are  generally  joined  lo  the  words  they  precede,  as  to  have,  of  which, 
in  case,  with  this,  and  there. 

(//)  The  air;iliar>'  verbs  should,  would,  could  arc  generally  joined 
to  the  words  ihe>-  [)rc(etle,  us  should  be,  would  be,  could  he. 

In  practicing  the  plirases  given  in  this  manual,  the 
student  should  keep  steadily  in  mind  that  they  are  given 
as  exarr.ples,  and  that  he  is  to  form  his  own  phrases  on 
similar  lines  in  general  practice.  He  should  study  the 
phrases  here  given  with  a  view  of  noting  not  only  the 
nature  of  the  joinings,  hut  also  the  nature  of  the  words 
that  are  joined. 


it  is  ^^ 

of  the 

to  the  - ''" 

to  this  ^^ 

in  *\w.  —y" 

on  the  .^''" 

of  his  P    ^ 

of  their  <>— ' 

of  your  ^ 

is  the  >^ 

in  our  —\ — 


General  Exercise 

of  our  c« - 

of    all  ^y 

we  are  -i-.- 

from  the  J- — -^ 

from  you  y] , 

which  the  ^ 
which  is 

which  can  /- 
that  the 
there  is 
there  are 


/ 

/ 


I  am 
I  can 
I  have 
you  have 
I  would 
I  will 
you  can 
you  will 
of  which 
it  was 
in  which 


Q  .  - 


7_, 

/ 


7 


i 
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by  the  ( 

by  wliich       ( 

to  yon 

for  llie 

for  tliis 

with  llic        <-   ' 

witli  tliis       <-"'^ 


1 
'1 


all  ritjtu  ^-fr' 

t!u  re  were      -^«— ' 
tluTi'  will        _— — -^ 
nia\   ln! 
\\\\\  bo 
would  bi> 
at  hand 


7 


this 
in  thiM- 
ill  those 
ill  thus 
1  inrlose 
we  inclose 
in  regard 


-/9 


lii 


Word  Modifications 

Wry  us(  fill  and  flistiiulivo  phrase-forms  art:  obtained 
by  motlifying  the  forms  for  certain  words. 

73.  Before  words  Ix-ginnini?  with  a  downward  charac- 
ter or  (),  R.  1.,  /"  i^  expressed  by  /. 

)  to  honor        ^^ — ■^ — 

'      ^  to  reieise      '^ — C 

^  to  lo(jk  ' — -"^ 

/ 

74.  When    npeated    in    a    phrase,     the    word    as    ts 
expressed  by  .s; 

as  well  as      ,■    --^       as  i^rcat  as     -      ^^      as  many  as   -^  -- ^ 

asg<.oda^     ---7        as  much  as    --    -         as  long  as     <: 7- 


to  be 

to  fa\  Ol- 

to ha\c 

io  [)lcase 

to  pay 

^ 

to  belie\e 
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75.  In  phnises  been  is  expressed  !)>'  b: 


lave 


been 


; 


has  1 


(^ 


>vvn 


I  have  iK'cn 


/ 


had  1 


iL-en 


it  has  been 
I  have  not  lieen 


76.  Afier  he  or  /^tt»  the  word  able  is  expressed  by 


a: 


tobealilc 


have  been  able 
would  be  able 
should  be  able 


.^ 


'6 


shall  be  able 
has  not  been  able 


will  be  able 


ha\e  not  been  able 


J 

c. 


-^ 


( 


/ 


77.  TIu'   followint;    method    of   expressintj   had   after 
pronouns  should  be  carefully  noted: 


I  had 


tliev  had 


had 


you 


had 


^* 


.v 


78.  When    do   not   is   preeeded    by    a    pronoun,    it    is 


cxprcssefl  by  the  sign  for  dn. 

I  do  not  ('^' 

you  do  not        "' 
thev  do  not      ^ 


we  do  not  o 

I  ilo  not  think       <;< 
son  do  nc,  know    ^'' 


79.  Don't  is  distinguished  from  do  not  by  writing  don. 
I  don't  think  you  don't  know  I  don't  lielieve 


ii^J^  HL>  .  ■-' It.  .-V-J 


leofrrfz/s. 
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80.  The  phrase  was  not  may  be  easily  and  legibly 
expressed  by  writing  wasnt,  that  is,  by  joining  5  to  nt 
without  an  angle.  For  the  same  reason,  it  is  not  is 
written  it  isnt  and  there  is  not  is  written  there  isn't.  If 
the  contractions  wasn't,  isn't  need  to  be  clearly  indicated, 
an  apostrophe  is  placed  over  the  forms. 
',    it  is  not  it  was  not  he  was  not  it  wasn't 


y^ 


cy 


^ 


lew  minutes 


81.  The  words  a<^o,  early,  Jciv,  him,  hope,  sorry,  want, 
are  modified  as  shown   in   the   following  phrase-forms: 

to  liim  '"" 

I  tokl  him  •^^'^ 

we  told  him  P^ 

I  hope 

we  hope 

I  am  sorry 

we  are  sorry 

I  leant 

you  want 

we  want 

if  you  want 

do  >ou  want 


r 


■^ 
^ 


ly 


fi 


pw  iiiinuti's  aeo  J— 
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Omission  of  Words 

82.  The  phrase  of  the  may  be  omitted  and  its  omission 
implied  by  writing  the  words  it  connects  close  together. 


Your  letter  of  the 
4th  iiist. 

end  of  the  week 

cretUt  of  the  firm 


■^-r       time  of  I  he  (lay  /^^^^ 

state  of  the  market   '^ — 

J. list  of  the  people        ^—^<j:^ 


83.  The  words/n;wz  and  io  are  omitted  in  such  phrases 
as  from  time  to  time. 


from  linif  to  time 
from  day  to  (lay 
f'-om  week  to  week   ^ 


from  month 
to  month 

from  year 
to  vear 


~i  from  sea  Sim    / 

to  season 

84.  The  word  after  is  omitted  in  such  phrases  as  day 
after  day,  but  the  words  are  not  joined. 

time  after  time    /^  week  after  week        .-—^ — > 


day  after  day       -' 
hour  after  hour  ._ 


month  after  month 

\ear  after  vear  o — - 


85.  The  word  by  is  omitted  in  such  phrases  as  day  by 
day,  the  last  word  being  written  a  little  below  the  first 
word. 

line  by  line  ^ — <-      ^_ 


day  by  day 
week  by  week 


% 


ittle  bv  little       — 
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86.  The  word  to  is  oniilled  after  the  words  able,  ac- 
cordin'^,  glad,  like,  order,  please,  reference,  regard,  regret, 
relative,  respect,  wish. 


ahlo  to  say 

in  respeci  lo  the 

in  rciiard  to  the 

nuitler 

in  reference  to  tht 


'.n  reference  to  the    .^_^ 
matter  y  ^ 


glad  to  sec 
F  regret  to  say 
wisli  to  siiy 


J 


87.  Any  uninipon.iitt  word  may  be  omitted  where  the 
grammatical  construction  of  the  sentence  would  coinpel 
its  restoration  when  transcribing;. 

in  the  world  —^^  some  of  ihcni •-" 


here  and  there 
more  and  more 

to  see 
to  ship 
to  which 
to  reach 
to  like 
to  represent 
to  sell 


week  or  two 
sv)n-in-law 


General  Exercise 


jp 


as  near  as 

-'-r 

as  low  as 

<^^ 

as  soon  as 

-4- 

yon  have  been 

/ 

there  has  been 

y 

what  has  been 

had  been  able 
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/^ 


will  not  be  able 


h.ive  you  not  i)ecn      /^^  ^ 
able 

/  had  bfoii 


they  had  been 
I  do  not  see 
I  dt)  not  know 
we  do  not  know 
I  do  not  like 
I  don't  see 
there  'was  not 
days  ago 
ten  days  ago 
for  a  f('u'  days 
I  hope  to  hear 
I  am  sorry  to  i^\y 

if  you  ivant  any 

particulars  of  the 
work 

cheer  after  cheer 
side  by  side 
On  tile  question 


cT 


/' 


j^'       ^ 


^<'^  — 


c 


/ 


c  

// 


^ 


day  or  two 

in  a  da\'  or  two 

in  repK'  to  your 

ought  to  rcreive 

out  of  tl-'-  question 

in  a  week  or  twc 

to-day  or  to- 
morrow 

some  of  those 

by  the  way 

hand  in  hand 

that  is  to  s,iy 

system  of  go\crn- 
mcnt 

form  of  go\  eminent 
one  of  our 
one  or  two 
one  of  the  best 
ought  to  be 
ought  to  have 
more  or  less 
one  of  the  most 


c 


,<? 


( 
( 


•JiffTI 


m 


|(t! 
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Dear  Sirs  ^^ 

Dear  Mr.  ^ 

My  dear  Sir         . 

Your  J  sincere!  >■    j^ 
Yours  vcrv  sin- 


GREGG   SHORTHAND 

Special  Business  Phrases 

(See  Also  Page  37) 

ullv        <C 


; 


cerely 

Very  sincereh- 

Very  sincerely 
yours 

Sincerely  yours 


J- 


) 


Very  respectfully 

Cordially  y<nirs 

\'ery  cordially  yours    ^ 

I  am  in  receipt 

We  are  in  receipt 

I  am  in  receipt  of 
your  favor 

We  arc  in  receipt  of 
your  favor 

I  am  in  receiiit  of 
vour  letter 


) 


V 


Reading  Exercise 


.J^ 


'^ 


J^ 


; 


^ 


jp 


c 


A 


7 


y.- 


^  ^ 


y 


) 
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r 


-y 


.r^    - ,     >.     ( 


;/ 


/     .5 


.    ^'     / 


/^' 


9 


T,.        — x:> 


cp 


.; 


Writing  Exercise 
1 

Dear  Madam: 

We  learn  from  your  letter  of  May  10  that  you  are  returning  the 
books  which  we  sent  you  a  few  months  ago.  Y'ou  will  be  credited 
with  these  books  when  they  reach  us  and  the  charge  for  them  will 
be  canceled.  We  are  glad  to  know  that  you  appreciate  our  cour- 
tesy in  accepting  their  return.  When  you  need  anything  more  in 
our  line,  you  will  find  us  ever  read>  "o  serve  yoi'. 

\'ery  sincerely  yours,  (77) 


Dear  Sir: 

We  have  your  recent  letter  asking  us  to  take  advertising  space 
in  your  newspaper.  Our  advertising  plans  for  the  next  few  months 
will  not  allow  us  to  take  any  more  newspaper  space  at  this  time. 
If  you  will  bring  this  mp«:ter  to  our  attention  again  in  about  three 
months,  we  may  be  able  to  arrange  for  a  full  page  in  the  holiday 
issue  to  which  you  refer. 

Very  cordially    ours,  (72) 

149 
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Omission  of  Vowels 

88.  When  two  xowcls  not  forniinj^  a  pure  diphthonp; 
'  come  toi^ether,  the  minor  or  unaccented  vowel  may  be 
omitted,  and  for  conxenience  in  writing  many  words  the 
circle  ma\'  he  omitted  in  the  diphthong  u. 


(k'ltv 


(JlR 


ralio 


-Z^ 


time 


roval 


imisii" 


radius 


coiiiimie 


89.   Tn  the  body  of  a  word  short  //  aiul  ow  ar<<  omitted 
before  ;?,  in,  iig,  nk,  nt,  ud. 


rim 


rome 


sun 


round 


found 


ruui; 


mk 


punt^cnt 


^ 


Notes,  (a)  The  sluirt  u  is  not  omittoil  wlu'ii  it  occurs  betweon  two  horizontal 
straight  slrokcs.  .is  in  nun,  numb. 

\h)  The  omis~ivn  of  ;>;;'  between  two  horJzontu!  straight  rtroke^  is  indicated 
by  the  "jog"  or  broken  line,  as  in  renown,  announce. 

80 
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90.  The  vowel  is  omitted  in   the  prefixes  be,  dc,  re, 
dis,  mis. 


beneath 


misgivings 


depend 
begun 


revise 
debar 


distance 


clHcase 


N()Ti;s;    (m  1  .u-  \.nvd  ,s  retained  when  ,/.•  precedes  K.  C.  ;is  in  decay,  degrade 

(1.)   The  \  owel  is  retaine.l  v.lien  re  preu-d.-s  tlie  forward  'jharacters,  K.  G    R 

L.  X.  M,  T,  U,  us  in  ru.m.  regain.  re7vrite.  relate,  remm'n.  remits,  retail,  redound. 

91.  The  vowel  is  omitted  in  per,  pur,  pro,  and  in   the 
termination  a,"r. 


pcrmu 
manage 


j)ursuit 


profound  profess 

s      9 


cartage 


Ijondage 


Note:  When  Cro  o.curs  bc^fcre  an  upward  character  or  K  —  aa  in  froiest 
procrasUn<ilc~xt  ,s„,ore  convenient  to  insert  the  vowel;  when  /.,t  occurs  before 
an  upward  character  -aa  in  perturb,  pertain,  perdition  -  the  rev<-rsins  principle 
expresses  R.  '  ^ 

92.  The  vowels  u,  oo  are  omitted  after  R  or  L  when 
followed  bySh,  ("h,  J. 

rush 


flush 


sohition 


drudge 

■7 


82 


GRE(;(i   SHORTHANI) 


93.  The  vowel  is  f)initte(l  in  the  terminations  tition, 
lalioii,  dition,  dation,  nition,  nation,  mission,  mation. 


repetition 
station 


addition 
gradation 


Ignition 


stagnation 


t)inission 


formation 


General  Principles 

94.  While  the  omission  of  vowels  in  general  is  left  to  a 
very  large  extent  to  the  judgment  of  the  writer,  the 
following  suggestions  will  be  of  assistance: 

{(i)  A  vowel  is  often  omitted  between  two  reverse 
curves. 


maker 


struck 


skill 


scarce 


11  li 


attract 


eager 


secure 


gulf 


(h)  A  nook  vowel  is  often  omitted  between  T,  D,  R, 
L,  and  P,  B. 

drop                         Dublin  '  adoption 

y^^           ^  ^ 


stop 

( 
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(c)  A  circle  vowel  is  often  oniitted  I  etwcen  P,  B,  and 
a  horizontal  or  upward  character. 

I"'y  rapid  open  bad 


0- 


7> 


Omission  of  Consonants 
95.  D  i^  omitted  when  ii  immediately  precedes  M  or  V, 


admit 


administer 
OP r" 


adverb 


advocate 


z 


Note:  In  the  wonla  admire,  advisf,  a.lvun,,'.  comins  under  this  rule,  the  initial 
vowel  may  Ix  omitted.  Tliis  enables  the  nriter  to  form  such  useful  i-hras.;s  as 
/  ilmire.  li'e  admire,  to  advise,  I  ad.isr,  we  advise,  to  advance,  in  advar.ce. 

96  When  slightly  enunciated,  T  or  D  is  omitted  at 
the  end  of  a  word. 

f^ict  best  deteit  mind 


defect 

<2 


msist 


resist 


desist 


97.  The  combination  Id  is  expressed  by  raising  the 
end  of  L. 

oW  field  killed  Arnold 


building 


be%vilder 


golden 


Reynolds 


w 
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General  Exercise 


y^ff 


ariliKiiis  K.  • 

/ 

i;('llllls  '  ,• 

/ 

gfii'iini-  -   ' 

ilsHllf 

iiuisiri.i.i  -   y» 

\  in  lit'  r^ 

ilicnrv  -^    " 

iiMisfiim  —'J'. 

harniD-  <'■  — ■• 

nioiis 

Cl'lrmo-  >- 

iiioiis 

fun  *- 

hiiK  li  ■ — 'y' 

(olur'.ii  -   c - 

from  C^-^ 
lirown 


ilroVvU  '^ 

SDurd  ' 

surnumd  '■ 

foiiiKlr\'  -^ 


^ 


a.-loimd 

^y 

tieservc 

lUclilllllll 

j' 

del>a>e 

inoiiii- 

^  • 

debate 

tainoiis 

siiriiioimt 

^ 

decision 

iLiuHim ;; 

s^.  »  ,. 

disci  large 

.niniiiiiicc 

-   T-  ^ 

disiirm 

lt';;in;i 

/ 

discern 

- 

icjokf 

/' 

/ 
t 

distort 

rr\  ii-\v 

discard 

rcpi'iit 

iiii.-|)rint 

ri'^pDUil 

c'> 

niisqiiote 

n  place 

''^-^■-' 

iiii.-^yiiide 

- 

—  reside 

^r 

jierliaps 

resort 

^■^■ 

periiiissio 

resource 

-r 

proDiotioi 

bcgriidgn 

:;7 

proloi^ 

l)eqiicath 

'  c 

j)ropel 

l)etra\ 

c^^ 

^ 

pro\  ide 

beseech 

f 

proper 

•'/ 


-; 


.C- 


-7'-?!. 


s;ius;igc 

<li>iage 

passiigo 

tlaiiiage 

l)a^'^'ai;c 

|)ackago 

average 

iriisli 

l)liish 

ri'-.iliiiioii 

dissolution 

visitation 

citation 

dictation 

agitation 

ostentation 

hesitation 

recitation 

imitation 

edition 


tradition        y^-^         pithy 
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y? 


foundation     .^ 

an)iminition  c;- -- 

fascination    ^j/ 


noniination  _^^ 

a.-sassiiia-  1-^ 

tletormina-  a 

tinn 


apathy 

V       car|H't 

homeop- 
athy 

—  /     hai)jx'n 
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y^ — ■        extoini.it ion  ^'"^      evident 


J- 


98.  The  following  words  coming;  unck'r  the  rules  j^iviri 
in  this  k'ssf)!!  are  also  useful  illusiraiions  of  the  Abbre- 
viating Principle. 


benefit 

discuss 

1^-1 

(listinit 

distingni 

sh 

..-<? 

di^.al;ree- 

nient 

^ 

disappni 

It- 

,-^ 

disturb  ^  I'i'ibable  C 

liiaiuitacturc i  progress  i^. 

niislortune       -j  punctual  r^ 

niistalce  — -;>-  purchase  C^ 

jH'rIect  cl,  ])urpi)se 

persun-al  C  .^  resi)()ns-j',,|p 


( 


me  111 


7 


Notk:    In  Ji.'tiisftr,  disapt^nfil  and  tlicir  derivatives,  it  :s  loun.-l  convenient  to 
write  d  for  ilis. 
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Reading  Exercise 


J    y- 


J   .    C 


^; 


e 


C,, 


c,  • — 


y- 


-o--^        y 


^     J    ' 


/ 


v^ 


9 


Writing  Exercise 

1.  The  ihcor\'  was  ativaiia-d  thai  a  solution  of  the  bewildcrins 
tnyster>'  could  he  found  on!     hy  following  u|i  every  elue. 

2.  A  special  meeting  was  am:.  n(iii\  for  the  purpose  of  discussini; 
the  formation  of  a  schIcIv  or  the  lienefii  .)f  ilie  mclal  W()rk(  s  in  ilu- 
foundry. 

3.  .Much  damage  was  done  to  the  hag^age  through  rough 
handling  and  one  package  was  entirely  crushed. 

4.  Silence  about  lii'.j  details  of  your  oUiie  work  is  a  virtu\  The 
repetition  of  an  innocent  remark  has  often  caused  the  failure  of  an 
important  business  deal. 

5.  The  manager  soon  found  tliere  were  profound  misgivings 
about  the  outcome  of  the  expedition. 
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Joined  Prefixes 

99.  Most  of  ihf  joined  prefixes  iire  already  familiar 
to  the  student.  They  are  repeated  at  this  time  for  the 
purpose  of  furnishing  sufficient  practice  to  eliminate 
hesitation  in  using  them,  in  actual  work. 

100.  Al,  expressed  by  aiv;  antl  Ul,  by  //. 
almost  also  ullimu  (uli.)  ulcer 


^ 


oZ- 


101.  Com,  Con,  Coun,  Cog,  expressed  by  ^. 
competiuon  confess  counsel  cognomen 

Notes:    (a)   I3c-forf  /  or ./  ilio  prt-fix  form  may  express  can. 

cantaloupe  candidate  cando/  candle 


(b)   When  Com  or  Con  is  followed  by  a  vowel  or  !)>  r  or  I.  write  km  for  com  and 
fen  for  con. 


couieiU' 


LoUUaJe 


Coiiroy 
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102.  Em,  Im,  expressed  by  m;  and  En,  In,  Un,  by  n. 

embers  imprin'  enjoin  unjust 

103.  (a)  The  prefix  forms  for  em,  im,  en,  in,  un  are 
used  only  when  a  consonant  follows  the  f)refix.  When 
a  vowel  follows  em,  im,  en,  in,  un,  the  initial  vowel  is 
written. 


emit 


enact 


innate 


unccjual 


inner 
imagine 

-7^ 


inept 

inarcessihie 


(h)  Negative  words  beginning  with  im,  un  are  dis- 
tinguished from  the  positive  forms  by  the  insertion  of 
the  initial  vowel. 

Positive 

mortal  modest  known  necessary 


immor 


Negative 
immodest  unknown  unnecessary 


104.  Ex,  expressed  by  es;  Aux  and  Ox,  by  os. 


exceed  expel 


auxiliary  oxygen 

■V 

/ 
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105.  For,  Fore,  Fur,  expressec  by/, 
forgive  foresight  furnish 


y-^^ 


J 


Z- 


forearm 


NoTi;:  Win  11  For  or  Fore  is  followed  by  a  vowel,  disjoin  /and  write  the  next 
chara(  ter  close  to  i  t,  as  in  forearm.  When  Vnr  or  I- ore  is  followed  by  r  or  /,  form 
an  ant;le  after  /,  as  m  pircrunncr,  fnrtoiis,  paae  9i. 


106.  Sub,  expressed  by  .'^. 


■;tih'iuc' 


suhpiH'ua  submit 


substance 


NoTi;s:    (  i)    H..lore  K,   I-,  ("h,  J.  or  a  hook,  i"  is  written  contrary  to  rale  to 
express  siih. 

subway 


sublime 


subjoin 


subordinate 


l- 


§ 


(b)  When  Sub   is  followed   by  a  circle   vowel,    i  is  disjoined   and  tlie  next 
character  i3  written  close  to  it. 


subedilcr 


suba;;ent 


subhead 


subcQual 


almanac 

although 

ulterior 

ultimate 

ultimatum 


General  Exercise 

.-- z^^  ulster 

o-^  compel 


^ 


^ 


^-u 


common 

comprehcnrl 

combine 


^ 


r?» 
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commence 

commission 

commotion 

commutation 

comity 

comatose 

conceit 

contest 

concur 

concussion 

conditionally 

confirm 

consign 

confound 

consolation 

consolidation 

consternation 

conduce 

consummate 

convince 


^^ 


->-- 


1 


convene 

consul 

cons(  iuus 

cognate 

embrace 

emperor 

impartial 

imperfect 

impossible 

impulse 

impoverish 

iminession 

engine 

encourage 

ensign 

enchant 

infirm 

invent 

invest 

investigate 


7 

£ 

c 


^ 


s^ 


/ 


7 
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m 


iinkiml 

unioutli 

uiilcarnrd 

cmorge 

emotion 

iuiiabil 

immersion 

i:i.i('tioii 

uneasy 

unnoii(  I'll 

I'Npert 

CM'CSS 

exaggerate 

excite 

excursion 

exliaiist 

explosion 

exhibit 

oxalic 

oxidize 


r.RLCC,   SHORTHAND 

— ^"^  fortune 

-^""^  forsake 

— — -^^  foreground 

■^  -  y  forerunner 

"-      y  furlong 

■y^  f(jrenoon 

furnace 
further 
furthermore 
furthermost 
fu'-ti\e 
furniture 
forehead 
foreordain 
subside 
subsccjuent 
sublease 
suburb 
subsist 
subacid 


,. — '—/ 


'r 

> — " 


J- 


^-,    y 


J 

J 

J 
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Compound  Joined  Prefix^^s 

107.  Two  or  more  simple  prefixes  ma>'  be  joined  to 
form  compounds.  A  few  compounds  may  he  formed  by 
joining?  re,  (lis,  wis,  or  noti  to  tlie  prefix  forms: 


iiRdiitesiatilu 

uncsmiiiii-rable 

unaccouiiiL-d* 

incognito 

iiuaiid vs!  LMit 

unini|)airt;(r'' 

uninitiaicd* 

inexpensive* 

insubordinate 

inform 

conform 

comfort 

imforinnaio 

unforeseen 

encompass 


-  r 


^ 


-r 
1> 


.^  -  —    - 

2 


inexj^edient* 

inexplirable* 

excommunicate 

>-^_-  ^ 

inconvenient 

-') 

inconsistent 

'--'7 

disc-oncert 

^<-->^ 
^     -^ 

discontinue 

,f^' 

I>reconcerteil 

misc(jnduct 

c- ^ 

recompense 

» > 

c 

reconcile 

^c? 

recognize 

^  .p 

recommend 

— - — 

i:  )iicoiitent 

-r-^-^ 

subconscious 

'      1 

*Tlie  initial  vowel  is  not  re.iuired  because  the  word  begins  with  a  toiiiiraund 
prefix. 
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s 
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Prefixal  Abbreviations 


108.  The   tollovving   are   useful   abbreviations   under 
rules  given  in  this  antl  in  previous  lessons: 

accoin|>lish 


alTord 

already 

altojjcther 

command 

commerce 

commercial 

committee 

communicat- 

com[K.rc 

complete 

conclude 

concliisioa 


contiden-^g 


congress 
connect 


V 

9 


^^ 


'7 


O 


country 

*See  suffix  ahlc.  pu^c  109. 


i-conomy 

etiort 

enable* 

unable* 

energy 

excel  ,'""' 

except 

exchange 

exercise 

expect 

explain 

express 

force 

in, Iced 

independen-^ 

individual 

subject 


r 

r 

r 

^ . 

r 
c 


^ 
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Reading  Exercise 


-^      -^ 


M    . 


^/" 


T  r:^ 


o       <r 


)   .   )< 


^ 


/ 


<^ 


Writing  Exercise 

1.  "The  world  will  liitle  note  nor  Ioiik  rcmcnilx;r  what  we  say 
here,  hut  it  can  ne\er  forget  what  thev  did  here." 

2.  It  needs  no  prophet  to  tell  us  that  those  who  live  up  to  their 
means  without  any  thought  of  a  reverse  in  life  can  never  attain 
fiecuniary    indeijendence. 

3.  To  the  cost  of  manufacturing  and  shipping  add  the  profit  of 
the  manutacturer  and  that  of  th(  shipper— these  items  make  up 
the  price  paid   by  the  ultimate  purchaser. 


I «! 


t^mi 


gm 
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The    TR    Principle 

109.  Certain  prefixes  or  letters  arc  disjoined  to  express 
(r  aiul  a  following  \()\vel.  The  prefix  is  placed  above 
the  line  anil  very  close  t(^  the  remainder  of  the  word, 
which  rests  on  ihc  line  of  writing. 


Contr- 

(or  counter) 

Constr- 

Extr- 
ExcU 

(or  <x!cr) 
Intr- 

(or  inter,  en- 
ter, ime!) 

Instr- 

Retr- 

Restr- 

Detr- 

Distr- 


cctrk) 


Ultra 


coniract 

toiisiriKL 

cxtraci 

iiUritaic 

in.striift 

retract 

lesirict 

<Knr.irt 

distract 

electric 

alterrato 

iiltra-\iolct 
96 


.^ 


counteract 

constraint 

exclamation 


<r~' 


'cf         intellect 


instrument 



retrograde 

^---\_^ 

restraint 

detriment 

^ 

distribute 

-f 

electric  car 

e        -' 

alternative 

ultramarine 

^     n^ 

r'i'.  "»'^  :; 


-yvj<>.^. 
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97  . 


Centr- 

central 

Later 

t 

' 

■^   lateral 

Letter, 

Liter 

literary 

Matr- 

niatri- 

(or  mat  r) 

iii.itiy 

Metr- 

^ 

luclrii; 

Nitr- 

-XV 

nitrate 

Nutr- 

Patr- 

(or /? 

iter) 

- — :y 

neutral 
j)atri()t 

Petr- 

(<"■  P 

■tcr) 

Y 

I)ctrol 

Austr-, 

ostr- 

Australia 

c 


centralize 
lattcr-flay 

literal  ^ 

material  " — 

inetr'jpolis  ^ 

7 

nitroi'cn       / 
uutriiion        ^ 
piiternal       -• 

petrity  a/ 

9; 
o^l^alis!n     -^ 


\^ 


NoTr;:      This  iirinciplo  in;iy  Ijc  cxtcmlcd  to  ahstr-,  Ltc,  i>hstr-.  tlin  i  bciiiK 
omitted: 


r        r'        /■  Z' 


abstrac 


contraction 

control 

contribute 

contradict 

contraband 

contrary 

contrast 


r 


General  Exercise 


•■) 


o 


contravene 

J 

7 

contrivance 

counterfeit 

1 

--^ 

countermand 

const  ructi(jn 

^ 

V  ■ 

extravagant 

y 

extremelv 

J 

9S 


i^ 


Hi 


extradititjn 

extraneous 

I'xtr.ionlinary 

exieinal 

i'mIikU' 

fxtlu>i\e 

internal 

interest 

introduce 

inler\eno 

iniellii^cnt 

iiitclli^ctK  f 

entcriain 

enterprise 

internal  ii  in  il 

interpret 

intersect 

interrupt 

interview 

instruction 


r.REr.c;  shorthand 


'J 


y> 


^<? 


) 


^ 


r 


>-^ 


7 


ret  ric\'e 
retrosiKHt 

r«'traction 

ri'trihtit  ion 

resir.iin 

restriction 

(leliTJoration 

ilistrai  tion 

flistress 

distrust 

electricity 

electri(  ian 

electrotyi)e 

electric  liy;lit 

alteration 

alternation 

ccntrifiiiial 

literature 

liturgy 

Iett«irpress 


( 


c 

7 


/ 


^ 


^^eiTrTTvZ 


Bh^^lwT^VMk*^ 


i^i-M^ 
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maternal  ^ . 

metropolitan  ^ 

nitric  "^ 

nutriment  ~~^ 

patrician  ) 


pattern 

patron 

petroleum 

Austria 

ostrich 


6 


•s- 

7 


Compound  Disjoined  Prefixes 

110.  Some  very  useful  compounds  are  obtained  by 
joining  simple  syllables,  such  as  /<«,  in,  dis,  re,  non,  to 
disjoined  prefixes. 


uncontradicted 

uncontrolled 

inconti./vertihle 

unrestrained 

redistribute 

disinterested 

uninterrupt'  i 

unintelligt -'t 

unintellectiial 

indesiructibie 

immaterial 


Y 


y 


/ 


unconstrained 

inextricable 

uninteresting 

reconstruction 

misinterpret 

illiterate 

ecrntric 

concentration 

nonintervention 

unalterable 

compatriot 


-^y 


"7 

--(-1. 


4 
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Derivatives  of  Words  Ending  in  CT 

111.  In  forming  the  derivatives  of  words  ending  in  ct, 
as  contract,  it  is  not  necessary  to  disjoin  to  express  ed, 
or,  cr,  or  ivc.  The  /  is  omitted  in  tlie  primiti\e  form 
(under  the  rule  gi\ en  in  Par.  96),  and  also  its  derivatives. 


coiilrartcil 

ioiitr;ui(jr 

ionir;i(ti\e 

(imsiructi'il 

roiistructdr 

C(Misi  ruci  \\v 

iiislriKli'd 

iustrui'tor 

in--!ni(ti\o 

cxtracleii 


? 


y — 


; 


iiiirotrai  u-il 

(li'lrartc'il 

aitive 

clTi'ftcd 

cllcciix  (• 

al'tccted 

(lL'fl'Cli\  f 

(imc'iicd 
ik'U(ii\  (> 
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Y        o 


y 


n 


^  y^'  t 


<^ ^ 


■-■'1 
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7 


cT  ^  ^^ 


) 


^  u 


7 


J 


r 


^     — 


6.^ 


O  J 


'^;^ 

? 


Writing  Exercise 

1.  The  enterprise  is  iiiternaiional  in  its  appeal  and  should  I)e 
of  extraordinary  interest  to  the  in"'iligent  peojjje  of  every  land. 

2.  At  the  close  of  tlie  interview  the  president  countersigned 
the  order  for  new  electric  motors  to  equip  all  the  high  power 
machines. 

3.  We  do  not  interpret  the  contract  as  permitting  our  cus- 
tomers to  countermand  tiieir  orders. 

4.  The  international  society  will  not  intervene  to  restrict  the 
working  of  the  new  extradition  laws. 

5.  The  trust  will  contribute  a  fund  for  the  distribution  of 
literafisre  on  the  inicrprctation  and  construction  oi  the  lawi  regard- 
ing restraint  of  trade. 
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Disjoined  Prefixes— continued 

112.  Aggra-e-i,  expressed  by  l<,opa;  and  Anta  e  Iby 

circle  a. 


aggravate 


"} 


aggregate  antagonist  antipathy 


113.  Incli-e-u,  expressed  by  ?  (small  circle). 
i'H-line  inclemency  include  inclusive 


y 


114.  Decla-i,  expressed  by  dc\  and  Rec-«-i.  by  re. 

declare  decline  reclai 


iim 


recline 


Nori;:   On  account  of  the  distinctive  ctiaracttr  of  the  loim,  DeclH-i  may  be 

exim-s.scil  without  disjoining;  thus 


declare 


<licline 


declaration 


decin 


115.  Hydra-o,  expressed  by  I  (diphthong  I ). 
hydrant  hydraulic  hydropathy         hydrophobia 


% 


102 
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116.  Magna-e;i  (or  Mc),  expressed  by  m;  and  Multi, 

by  mu. 

iiiagiianiinoii.-i        magnificent         McDonagh  miiltiforin 

XoTi::    \V!uii  a  ilistiiutioii  is  ru. niircl  iMtwecn  Mc  and  Mac,  write  the  stroke 
double  length  lor  Mac 

117.  Over,  expressed  by  o;  and  Under,  by  u. 
overdue  overthrow  undorstaiul  underneath 

118.  Para,  expressed  by  p;  and  Post,  by  p  (on  the 
line,  close  to  I  lie  next  character). 


parasite 


parrdlcl 


postman 
K 


postal 


119.  Self,  Circu-m,  expressed  by  s  (to  the  left), 
selfish  self-esteem  circulation  circumvent 


'> 


'j^ 


■;. 


120.  Super,  Supre,  expressed  by  .?  ("comma  S"). 
superlati\e  supreme  sajK-'rCu  ial  super\ise 

c t-?^  ■±_ 'y  / 

121.  Short  or  Ship,  expressed  by  sh;  anrl  Trans,  by  /. 
short  liar.d  shipwreck  transaction  translation 


if- 


104  GREGG  SHORTHAXD 

122.  Suspi,  Suspe,  Suscep,  expressed  by  ses. 


aggrieve 

aggregation 

agriciiluire 

aggression 

aggressive 

antidote 

antii'ip.ilc 

antecedent 

antediliui.m 

antitliesis 

decLuiiatinn 

declined 

reclined 

ini  lined 

inclination 

inclusion 


sus])ense 


susceptible 


General  Exercise 
0) 


^ 


(^ 


( 


'':y 


-7 


/ 


sus|)ect 
J' 


li\(lrogen 

lix'drocarbon 

magnet 

magnesia 

magnify 

McKen/ie 

MacInl()^ll 

McDongall 

nuiltitude 

multii)ly 
oxiTtake 
oxcrhalaiue 
o\ercliarge  / 

o\erl(j()k 

ox'erconio  ""^^ 

o\erestiniate      '^' 


7 


<p 


'J 


„^f 


r 


'C 
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underscore 

undertake 

V 

underwrite 

1^ 

undercurrent 

:^.^ 

paramount 

r 

paraphrase 

^> 

paragraph 

C--. 

paradise 

paragon 

C-^ 

parapet 

^^ 

postage 
postpone 

{ 

post-office 

^ 

postal  card 

^^ 

sclf-c\ident 

7 

self-conscious 

r 

'1 

self-sufficient 

y 

self-improvement 

circular 

v'^       ^ 

circumference 

:^ 

circumstance 

superal)undani 

supercilious 

suj>crfinc 

su|)remacy 

su  peril  nous 

suiierior 

superintend 

suppress 

siii)erh 

shortcomings 

shipshape 

suspension 

suspend 

transfer 

transition 

transitory 

transfotmation 

transcend 

transport 


:j- 


') 


^ 


r 


r 


^ 
) 


c^ 
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CoMPoi^ND  Disjoined  Prefixes 


untransacted  -^ 

untranspi'.rent  '^ 

untranslatable  -t_^ 

disinchnatiDn  --   ^ 

self-iiUerest  '^ 

unselfish  "^ 

unparalleled  ^ ^ 


untransferable 

self-control 

self-contradiction 

unsuspected 

unsuspicious 

i.nsnscepti!)le 

electromagnet 


t; — ^ 
-7- 


-7; 


123.  The  words  misunderstand  uiul  misunderstood  are 
expressed  by  stand  and  5/00J  placed  under  mis,  with 
WW  placed  on  the  line  of  writing.  This  is  extended  to 
understand  and  understood  when  preceded  by  a  pronoun, 
a  wordsijrn  or  a  short  phrase  form. 


misunderstand      _ 
misunderstood 


r 


we  understood       j 


I  i\o  not  undcrjitand  if^y^ 

I  c;innoi  understand         ^r~^- 
thorcughlv  understood        .°., 


124.  The  words  extra,  enter,  over,  under,  short,  alter, 
center,  counter,  construe,  agree,  deter,  are  expressed  by 
the  prefixal  forms  placed  over  the  next  word. 


extra  discount     ^ 
enter  into  ~ 


center  rail 
counterclaim 
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over  the 

^ 

alter  this 

under  any 

^ 

construe  llie 

shd' '  time 

"^""^ 

Senator  Cumminijs 

c^ 


>7 


Reading  Exercise 


n. 


9       J 


^ 


/ 


f^^ 


r6 


'>  -  '^^ 

y 


y 


^ 


'^ 


>^=> 


>-^ 


r 


^  ,- 


^ 


^) 
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y     ^ 
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^.^ 


^' 


— ^ 

"7 


/. 


7 


:>' 


./  c^ 


/   y 


■ 


Writing  Exercise 

1.  S("lf-kiio\vli'(l;^c,  self-rovtTcncc,  solf-rontrol,  these  three  alone 
h\u\  iiK'ii  to  supreme  puwer. 

2.  It  was  our  iiiKlerstaiu'ini;  tliat  Doctor  MacChcsney  was  to 
translate  that  discussion  on  the  trans])lantin;<  of  magnolia  trees 
for  the  next  i>sue  of  the  Agricultural  Review. 

.^.  The  extra  tliscount  aiiowwi  on  the  bill  for  goods  purchased 
at  the  regular  counter  was  not  according  to  the  new  contract  in 
which  we  agree  to  make  a  special  price  only  on  sales  amounting  to 
more  than  SH)0. 

4.  Tlie  circulation  of  the  magazine  is  over  fifty  thousand  without 
taking  into  account  the  extra  copies  sent  out  as  exchanges. 

5.  It  was  self-evident  that  coal  would  he  recognized  as  a  contra- 
Land  of  war. 

6.  There  was  a  general  suspicion  that  his  antagonist  was  a 
man  of  great  intelligence  and  magnetism. 

7.  This  system  of  shorthand  is  the  very  antithesis  of  the  anti- 
cjuated  methods,  and  it  is  easy  to  deuKJiistraie  that  it  is  vastly 
superior  to  any  of  them  because  there  is  a  superabundance  of  evi- 
dence in  its  favor. 


^^^ 
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Joined  Suffixes 

125.  Able,  Ible,  Ble,  expressed  by  b;  and  Pie,  hyp. 

notable  audible  noble  ample 


r 


( 


T 


126.  Cribe,  expressed  hykr;  and  Cription,  by  kr-shun. 
describe  description  prescribe  prescription 


--r-. 


127.    Fleet,    Flict,    expressed    by    //;    and    Flection, 
Fliction,  hyjl-shnn. 

afflict  affliction  reilect  retlection 


-^ 


128.  Ful,   expressed  by/;  Less,  by  /;    Ment,  by    m\ 
and  Ness,  bv  //. 


thoughtful  artless 


amusement         lateness 


Notes:    (a)  When  mcnl  is  preceded  by  a  vowel,  it  is  generally  advisable  to 
writp  tbe  won!  in  f  uH. 

cemer  raiment  lament  foment 


<^ 


2- 
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(b)  Whero  the  root  word  is  abbreviate.!  to  one  character,  n.ss  is  written  in 
full,  as  m  the  word  n"<'d,us,.  which  is  written  g-n-,-.,.  If  tl:e  primitive  word. 
althouKli  a  word-sisn.  is  more  fully  suggested,  the  sulVix  form  is  us<'<i. 

'""'■'•■^^  littlene,s  gladness  friendless 

(c)  An  anule  is  forme.l  in  joining  mss  where  the  absence  of  an  .inKle  would  aive 
Jie  form  of  a  different  word. 


hardness 


harden 


siulness 


^ 


sadden 


madness 


madden 


lowness 


loan 


129.  Pose,  exprosscfl   by  po;   Position,   bv  po-shun; 
Pute,  by  pit;  ami  Putation,  by  pu-shiin. 


imjOTst! 


imposition 


impute 

T 


imputation 


130.  Pire,  expressed  by  pTi;  and  Quire,  by  k'x. 
aspirr  inspire  conspire 

^  ?  ? 


respire 


acquire 


incjuire 


re(|uire 


esc}uire 

131.  Quest  expressed  b-  hes\  and  Quisite,  b>-  kest. 
rcfiucst  conquest  requisite  exquisite 


SIXTEENTH  WESSON 

132.  Self,  expressed  by  s;  and  Selves,  hy  ses. 

himself  yourself  themselves  ourselves 

133.  Suit,  expressed  by  su;  and  Sume,  bv  sni. 
'■"^"'^  '"^"'t  assume 

134.  Sure,  expressed  hy  sli it;  and  Jure,  by  7//. 
assure  measure  injure  perjure 


111 
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135.  Tion,  Sion  (shun);  Tient,  Cient,  bv  shun-t:  and 
Ciency,  by  shuH-si. 

passion  natient  ancient  efficiency 

136.  Worth,  expressed  by  7////;  and  Worthy,  by  (hi 

Harmsworth        Ainsworth  praiseworthy      trustworthy' 


General  Exercise 


suitable 
peaceable 
horrible 
salable 


K 


( 


eatable 
irritable 
payabie 
humble 


r 


•^ 


( 


r 


i 
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iiiinlile 
riMilalilo 

MMSOIl.lllIc 

■  i(liiiis~ililf 
.ulmir.iMt' 

l.lllli.llilc 

assii;ii,il)lo 

atlaiiiililc 

tcriililc 

|i!i,ii)K> 

iuicrmiiialilc* 

t.iii^iiik' 

fiiriiiiilahlc 

incoiiiparalile 

C'lidiiralile 

irai'caljlc 

credible 

Inuililu 

saiii|jle 

exam[)le 


( 


--7 


( 


/ 


,-^ 


r 


'  r 


Minplc 
trar!--!  ribt" 
trans<'ri|)iiiiii 
inscrilii' 
iii>(ripii()n 
roiillii  t 
conllict  ii)ii 
iiillict 
iiillit  lion 
haiuilui 
ItaNhliil 
useful 
wall  lifiil 
w niiilerl  ul 
succ'  si'ul 
aiiuit    - 
fearless 
liDiiicless 
liroallitess 
thoughtless 


-V- 


r 


< ^ 

> 
1   .>' 


'{ 

7 
^7 


^: 
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wireless 

iiiomeiu 

tlefiii  cmcnt 

orii.imciu 

niiKiiient 

aehii'\»Miiciii 

appoini  iiu'iii 

»\piTliliriH 

iiu  (.•.'!  iiicni 

coiiimfiii 

l>,irciu'r,s 

rudc-iK'^s 

fairness 

slowness 

expose 

ex|)osiiiuii 

suppose 

siipposiiion 

oppose 

opposition 


O. 


/ 


c 


[lropo^e, 

l>ro[)ositioti 

propo>,iI 

ili'po-.e 

<le!)osiiion 

dispose 

dis])osition 

(li>po.-,.il 

(leci  impose 

repute 

repuialion 

eoiu|)uie 

( iiiupiitation 

(lepuie 

<iepuiaiion 

(!ispu:e 

(li.-il)Uiaiioii 

transjjire 

expire 

myself 


c 

c 

c 


c 


r 
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\ 

{.Ki:(.<i 

yuurselvfs 

7 

(•(msiili 

'"^ 

^^ 

ilcsiiltory 

cunsume 

-""7— - 

leisure 

-      /f 

treasure 

'f 

censure 

-^ 

pressure 

Q. 

SilORTllAXI) 


adjure 


7 


roujiire 

7 

ettuient 

(leluient 

n 

(lel'uieni  y 

])rotuie!it 

> 

protic  ienry 

V 

llUswortli 

■'"-r'- 

hlanieworllu' 

Lj^- 

notewwrtlu 

^^^ 

Compound 

feebleness 
hopefulness 

9 

thuught  fulness 

''2' 

playfulness 

^^ 

carefulness 

^ 

li')l)efully 

/ 

thoughtfully 

-^ 

pla\fully 

c-^x- 

heedlessness 

thoughtlessness 

_v^     "*■ 

Joined  Suffixes 

fearlessness 
breatliie-sne.-s      ( 
hopelessness         (_ 
fearlessly 
ht>i)elessly 
imiialiently 
actionable 
fashionable 
missionary' 
-^  consultation 


C 


7 


sixti:f:\th  lkssox 
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indcscribab'e         — 
nieasuruble 
immeasurable 
refiuircincnt 
acfjuirement        o-i> 


r 


( 


r 


momentary  ^^ 

supijlementary  c    ,9— 

elementary  c -3- 

comi)limentarv  ^- ^ 

trust  worthiness  -^ 


^      <>         / 
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7       "-■.-      — ^ 


rX 


T 


^ 


t-'    ^ 


z> 


)    ^^ 


'V 


• -v ^^ 


,y 


/. 


&- 


//- 


.i^ 


y 


.j^ 


n 


/" 


^--     ,i?^ 


/  ^ 


-p 
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J 


r 


7      C 
9 


cJ— 


7 


C. 


,n 


—F 


C_^- 


L-~ 


/ 


Writing  Exercise 


1.  ris   R'adini;   was  (li>ultory   and    therefore  witlioiit   result. 

2.  Tin;  arhioNciiK'tit  is  so  ri'inarkihle  tli.it  il  isaliiiDsi  incrcdihle, 
hut  tlic  (rutli  of  liie  report  is  votu  lied  for  by  several  reliable 
people. 

.'.  Ailer  careful  invest  iij;a  I  ion  tlicy  came  to  a  decision  that  the 
addition.d  loans  would  be  too  large  an  in\estnient  for  the  company 
to  undertake  with  the  ca|)ital  at  its  disj)osal  at  that  time. 

4.  Tiie  shorthand  notes  are  legible,  but  the  transcripiion  is  not 
acceptable  because  of  the  lack  of  neatness  in  tlie  work. 

5.  The  nii>^>i()nar>'  underwinu  indescribable  torture  with  a 
fearlessness  which  c\okcd  the  admiration  of  the  savages. 

6.  The  contribution  is  praiseworthy  for  its  direct  treatment  of 
the  Hubiec;,  !.ut  it  i-.  not  suitai^le  for  use  in  our  publication  and  uo 
are  therefore  returning  it  to  you. 
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Disjoined  Suffixes 

137.  Ingly,  expressed  1)\-  ly,  placed  ia  the  ing  position; 
Irgton,  expressed   by  ton,    placed  in  the  ing  position; 
Ingham,  expressed  by  w.  placed  in  the  ing  position, 
knowingly  Washin^non        Kensington         Dillingham 


138.  Bility,  expressed  by  b\   Ification,  by  /;    Gram, 
Grim,  by  g-  Mental,  Mentality,  by  ni\  Ship,  by  sh. 

^^'•'fy  feasibility  specification        monogram 

exfierimental         fundamental       partnership         ownership 

Notes:    (a>  After  t  and  ./,  ification  may  bo  joined,  as  t!ie  absence  of  the  blend 
clearly  shows  that/  is  a  suffix  sign. 


modification 
— ^ 


notification 


edification 


(b)   In  many  words  ship  may  be  joined, 
friendship  workmanship  hardship 


ratification 
-^ 

autliorship 


<^ 
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139.  Hood  or  Ward,  expressed  by  d. 
childhood  likehhood  homeward 


Note;:    In  many  words  -citr,l  nuiy  \>c  jainc  I, 
lorwaiil  afterwards  towards 


140.  Acle,  leal,  Icle,  expressed  by  k. 
tentacle  medical  classical 


downward 


backward 
chronicle 


141.  Itis,  expressed  by  ts. 

a|i[)endicitis         meningitis  peritonitis  tonsillitis 


142.   Ulate,  exi)ressed  b\-  n.     In  forming  derivatives, 
the  other  letters  are  added. 


nuxlulate 

modulated 

insulate 

insulator 

^ 

^^ 

'^ 

—      ^^ 

^ 

"^ 

insiil.ition 

formulate 

emulate 

emulative 

? 

NuTi;:    In  most  words  w/a/i   and  its  durivativi-s  may  be  joined  with  perfect 
safety . 


speculated 

C^ — 1-3 


■^^^ 


speculation  speculator 


speculative 

r 

"7 
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ai)palliiig!\' 

strikingly 

meaningly 

soothingly 

warningly 

jjlcadinyly 

checriiigly 

Icngingly 

I'Mti'dingly 

grudgingly 

Millington 

Farmington 

Warrington 

Wellington 

Harrington 

Ro<-kinghani 

Cunningham 

plausibility 


/ 


General  Exercise 

' -'^  nobility 

^ '''  sensibility 

'^  ad\isal)ility 

"~o  k'gibiiity 

'^^  desirability 

'"^^  affability 

(jualification 

gralifuaiion 

signification 

clas-ification 

mortification 

indemnification 

identification 

certification 

lettergram 

phraseogram 

epigram 

cableg  am 

pilgrim 


/^ 


CL-^- 


.r: 


<^- 


6^ 


(^. 


c_ 
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anagram 

'=^-- ^ 

li\clihood 

sentimcnial 

-^ 

knigluhooi 

ornamciUal 

«:— r--j 

stateliood 

nioiuimeiital 

onward 
upward 

clerkship 

^      -^ 

apprenticesliip 

C_c^^ 

northward 

airship 

^ 

southward 

tinviisiiip 

-^ 

eastward 

steamship 

y'^ 

\\(_'^!  ward 

kinship 

'    'y 

awkward 

w.irsliip 

^^ 

reward 

worship 

^^/ 

article 

womanhood 
ni.inhood 

-     .'-^ 

I  lerital 

t       .      •          1 

^' 

l)hysu-al 

girlhood 

^--^^^ 

psychical 

boyhood 

musical 

hardihood 

i^- 

icicle 

motherhood 

:^ 

radical 

brotherhood 

c^ 

teciinical 

noighlwrhood 

^' 

cuticle 

-f 


■1,'- 


l^ 


e- 


-*r^ 


ethical 

niayic.il 

nautical 

oicycle 

pcriodiial 

gastrins 

siiimil.itc 

siimul.iti'l 

stijnilatL- 

stipulation 

ciiimilative 

iiianipuiatf 


c 


(^'- 
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niaiiipiilation 

[lopulatc'l 

articulate 

ariiculalioii 

inarticulate 

fiirinui.itfd 

adulation 

expostulate 

regulate 

niatriculato 

]ieranihnlato 

speculate 
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c-'V 


.^ 


;   >^ 


.<_ 


~) 


c 


_i-^< 


— ^" 


/ 


J' 


J- 
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(;ri:(.c.  shorthand 


i  4 


1 


^ 


>, 


■^    '    ^ 


y 


^ 


/ 


r 


> 


'/ 


y 


^-^ 


Writing  Exercise 

1.  The  classificniion  aii<l  iiliMiiitiiaiion  ol  tlio  can'lidates  provc'l 
(()  he  an  c\ci'<(liiij;ly  (iilticiilt   ta-k. 

2.  If  you  liaxc  the  t-^HMilial  (.iliuaiional  (|iialili('ai ions,  we  tan 
easily  arrange  for  ilu'  ceriiiication. 

3.  Tlie  tcthnn.'.l  nature  of  the  matter  makes  llie  work  of  tlie 
medieal  reporit'r  \ery  (IiI'Ik  alt. 

4.  An  arti<  le  on  j)s\i  iiital  reseati  ii  appi-,  le.l  in  a  reeeiit  issue  of 
tlie  periodical. 

5.  IC\eiy  j;iil,  v,  hen  slie  readies  womanhood,  sliould  1)ei)repaied 
to  earn  her  own  li\(Iiliood  e\t'ti  though  there  is  no  likelihood  of 
her  beinti  railed  upon  to  do  so. 

6.  ^  <>u  nia\"  m.itrii  ulate  in  the  college  when  you  receive  a  noti- 
fication of  your  cligihiliix'. 

7.  The  articles  of  co-()artnership  were  drawn  up  according  to 
the  specifications. 

8.  I'he  law  siipulaied  iliai  the  .siaieiiteni  oi  ownership  should 
be  published  e\ery  si.K  months. 
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Disjoined  Suffixes-continued 

143.  -Rity,  -Lity,  -City,  -Vity,  -Nity,  -Mity,  witli  or 
without  a  preceding  vowel,  expressed  by  t,  !,  .v,  ir,  „t,  ml, 


respectively 

A  rity.   Etc. 
popularity 
I5rosperit\'  ^ 

majority 

Ality.   Etc. 
brutality  (^ 

utility 

fri%()lity 


/- 


/ 


Acity,  Etc. 
tenacity 
felicity 
pomposity 


C 


Avity,  Etc. 

ciei>ra\iiy 

iiali\ity 

lire\ily 

Ar.i'.y,  Etc. 
inhanily 

trinity 

affinity  _ 

Amity,  Etc. 
calamity  — c 

suhlimity  «i 

proximity  ^i- 


y 


-C'i 


r 


y 


n 
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124 


(;ki:c,(;  sihirtii.wd 


Null.:    In  wonl-.  .■mliii':  with  .rnily,  ihr  rrvir.s.-(l  .iid..-  i.-;  iis.d  to  .-xpp-vs  ,-r 
b(  lure  liir  smlix  ■i\'An: 


(riil'-riiily 


•  tcTiiity 


t.u-  I  it:iity 


14-1.   -Stic,  witli  a  ijrcci'flini,^  vowel,  C'\[)rr.s>f(l  by  si. 

da.^tir  <!()nicstic  .irii-lic 


^■^ 


m 


145.  -Tic,  will)  a  i)rccv(liiiL,r  vowi'l.  expressed  by 
l(ir;^c  cirdr;  -Tical,  with  a  precediii-  vowi  I.  expressed  l)y 
alnnp.   In  f()rniinj,r,|j.ri\  atixcs,  i In- oilier  lei  ti -<  are  added. 

P<ili!if  [)()liii(-s 


V 


i'iU'ri;i'l  u 


Ki-'tic.illy 


hyiinolir 

f 

O 


\  stomal  if  systi-maiital        svslematicalK 


■^a 


{.^ 


^ 


XoTi::    In  ma:i'-  ru.so  tlu'  Ump  m,i\-  he  juiiu'il. 
1'"''^''^'''  tlii-on-ticMl  KraiiHii.itical  aiitoinatical 


-V 


IP 


146.  -Ntic,  with  a  precedin^^  \o\vel,  expressed   l)y  n. 
Ill  forming  derivatives,  the  other  letters  are  added. 

iiigantic  authentic  frantic  franlicallv 


u  <^ 


i:ic.nTr:[:.\TFi  i.f:s.son 


IZ-S 


147.  Egraph,  Igraph,  expressed  hv  small  circle  placed 
ovcrih^'U.l  rharaclcr.   A /w^-'cxprc-sscs  .>;./-aMv.  i'^Hit^hv 
\n  forming  dcTU alive.,  the  other  letters  are  added, 
telegraph  r^llii^n.j.h  tdc.;.^r.,phy  tdegn.pi.er 

148    Ograph,  expressed  I>y  o.     In  lon.n,.;,r  derivatives, 
the  oilier  letters  are  added. 

""""^'"•"•''  -""-.Krapl,  i.hotoKTapl.  ,.l,onoj;raph 

lithnoraphx        lithoKraplHT         litho^raphi,-         .  v  p.-^-rapIiy 

AoM-.:    In  most  wonis  ,.,y,,ph  and  its  (ierivativs  may  \,v  .„ia,-<l: 
I.!u.tOKra,.hy  st,.„-,;;rapl.y  stcnoura;.I„.r  i,!>uno^;ra„her 

149.  -Logy,  -Logical,  with  a  precedinj>  xowel,  ex- 
pressed by  0  (on  its  sitle,  as  in  writing  ol).  The  letter 
e  is  added  to  express  -logically,  s  to  express  -lu<;_ist,  n  to 
express  -Ionian. 

analojry  genealogically      geologist  paih.jlogist 

/ 


< 


theology  theologically         tlieoh.uist  theologian 

■^  '-^  ,-^  /O 


pav 


26 


GR!:(.(;  siioKTii.wn 


siii^;iil.iril\' 

suliil.irii  y 

liil.irity 

rt';^uLirit\- 

f.imili.iriiy 

siiu  rrii\ 

li'iiit'rily 

priority 

niiriorily 

aiilliorily 

futurily 

security 

alacrity 

iiilo;j;rity 

reality 

nationality 

rascality 

punctuality 

criminality 


OL 


rJ-r 


c- 


>- 


Norai'ity 

loquacity 

complicity 

publicity 

elasticity 

jiassivity 


J^ 


General  Exercise 

"*3^  icciinicalils 

^— -*       ""  \iialilv 

iimri.iliiy 

^  morality 

liddity 
(lo<iliiy 
\  ers.it  ilil\ 
f.icility 
futility 

j;arriility  - — 

iiicredulii  >• 
capacity  ->^ 

-^  menclacitv       — 


; 


<,> 


J  -^ 


^ 


> 


\  i(  lnll\• 
(li\  iiiily 
fcinitiinily 
lu)nianit\- 
(liri^li.iiiiiy 
e\l  remit  y 
clii;i)ity 
joiirii.ilislic 
niajestir 
stalistics 
aiitom.iiic 
erratic 
critic 
critical 
critically 
pneumatic 
phonetic 
despotic 
theoretically 
romantic 


)^ 


J- 


-^ 


I :j«;uTr:F:NTH  Lf:.ssox 

ry  roiiiaiuically 

'^-  At  1,1  Ml  ic 

<a!lij;rapliy 

tele^'rai)hir 

f)hoi()^rraphic 

pIiot()t;rai)hi'r 

phoniiL-raphy 

stetii.-iaphic 

aiit()i;r,i[ihe(l 

bi(jgrai)hy 

niimeijur.iph 

geograpiiy 

Rfogra|)hical 

hecloj^raili 

physiological 

physiolojjiially 

ps\ch<)l()gical 

hiolojjy 

ornithology 

chronological 


137 


"^ 


<j 


o 


o 


-       ^J 


) 


<i<.- 


6 


'■I 

It 


2S 

(.RKCiC. 

SlIOKrilAXU 

(i()\()l()^y 

.^'l 

entomologist 

_/"'^ 

l.illtology 

-^< 

Iilirenologi-t 

an,i!(ii;ir,illy 

^^o 

ni_\i  hulogy 

-^c. 

eiitoiuologv' 

_/  ' 

pliiloloL'y 

a 

y^ 


_c?__ 


Reading  Exercise 


clc?^^ 


c 


:? 


r'    ^ 


^ 


3    '    C-^ 


•^  V         ^_ 


; 


^<- J' 


:  ^^ 


.V— ^. 


>" 


V 


.^       <^' 


X  J> 


C_ 
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ci^ 


c^ 


o 


C.j- 


r        ( 


. »' 


-;.     ^ 


^' 


^: 


V 


/ 


Writing  Exercise 

cs.imau!7  i"'P''r.au,o  „f  punrtiulity  and  xeracity  cannot  he  over- 

2.  Tc.na.-ity  of  p„rp„se  and  fuL-lity  ,.,  ,i,e  ;„;c.ro.-s  ,.1  the 
!H>snu-s  were  (,ua!ltics  ^^hic•h  Id  to  his  rapid  a.lxan.vnu-nt 

-  •     la  nuiKing  a  niiniooj^raplicl  copy  of  the  tahulaic.l  n-port  i,e 

sure  to  arranw  the  stati-iics  in  chronological  order. 

■i-      Ihc  i)rotes.sor  of  biology    sent    nic    -in    -mour,.  ,,>1,  t 

..     ,  as     .v,iiL    iiiL    an    aiiioi,qaiili    coi.v  of 

Ins  hook.  '  - 

ra  "L'  ^^  '"""''''''^^''  ""^  phonetics  is  an  aid  to  i!,e  student  of  phonog- 

6      In  the  capacity  of  athh-tic  director  the  itistructor  of  sienog- 
raphv  showed  j;reat  busine  ,.s  ahiiitv. 

7.  We  do  not  ,,„estion  his  veracity,  hut  it  is  necessar^•  for  hin. 
to  po  throu.:,^h  ,l,e  fornuhty  of  hHns  a  bond  for  securitv    ' 

8.  The  stenographer  sho.M  have  a  ih :,n,u^h  fanuii.ui.v   with 
Ihe  spelling  of  important  geographical  names. 


lS;i 


W^ 
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Advanced  Phrase  Writing 

150.  Omission  of  Words.  The  rules  for  the  omission 
of  worrls  in  phrase  writing  arc  of  great  importance,  and 
should  be  carefully  studied.  We  now  give  a  few  more 
illustrations. 


7 


in  order  to  jiuJye  -^^ / 

in  order  la  prepare  " -'  O- 

in  order  to  see    -c-^-^^ 

on  tlie  subject 

question  of  time 

sooner  or  later 

little  or  no 

little  or  nothing 

in  tile  matter 

in  the  market 

on  the  market 

up  to  the  time 


for  the  time  being    ^ 

I     W(juld     like     to 
know  '^' 

I  would  like  to  have  .J 

I  am  of  the  opinion  ^-r     y 

kindly  let  u.s  know     ^-(x^ ^ 

bill  of  particuhirs      C_^ 

thanking     you     f,jr  ^ /^ 
your  attention 


do  you  mean  to        ^- 
sa\- 

in  such  a  manner        "r 
on   account    of    the 


Z^ 


way 
some  time  or  other  i 


^-rrr^p 
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151.  Intersection.  The  expedient  known  as  inter- 
section,  or  the  writing  of  one  character  throu.^^h  another 
IS  sometimes  useful  for  special  phrases.  In  applvine 
this  expedient  the  writer  must  rely  verv  largely  upon 
his  own  judgment.  In  his  daily  work  as  stenographer 
or  reporter,  he  may  find  some  terms  peculiar  to  the  busi- 
ness in  which  he  is  engaged  occurring  so  frequently 
that  special  forms  may  be  adopted  for  them  which  will 
be  brief  and  yet  absolutely  distinctixe.  Very  often  the 
mtersection  of  one  character  through  another  will  meet 
the  exigenc>-.     The  following  are  useful  examples- 


A.  D. 

A.  M. 

P.  M. 

C.  O.  D. 

price  list 

list  price 

selling  price 

market  price 

Chamber  of 
Commerce 
Board  of  Trade 

Board  of 
Education 

Board  of  Managers 


■^ — 


Denux-ratic  i)arty 

Republican  party 

Progressive  party 

political  party 

Bait  imore«S:  Ohio 
(H.  &().) 

New  \'ork  Central 
lichigan  Central 

Illinois  Central 
Union  Pacific 
Canadian  Pacific 
Northern  Pacific 
Grand  Trunk 


^ 


r 


1 1\ 


1.^2 


GREGG   SHORTHAXD 


J    - 


(iciieral  Maii.ii;or 

Assistant  General 
Manager 

ciulownient  poluy      ^f 


/ 


incloi^ed  blank  — ^ 

api)licatioii  blank      C 


indcniniiy  poiiry 
bank  draft 
vico  'crsa 


^ 


4' 


order  blank 
Great  Hritain 
bond  anil  mortgage 
A'soi'i.ited  Press 


'  i 


t' 


y 


152.  Indication  of  "ing."  Li'^-thc,  iii'^-lhr.l,  ing-you, 
ing-your,  iir^-his,  in-^-tJirir,  ing-and,  ing-  his,  itig-iis, 
is  expressed  by  writiiit;  ihe  word  followinij  ing  in  the 
ing  po.-iiion— just  as  inglon  is  expressed  by  writing  ton 
in  the  ing  position.  "^ 

doing  the  ^'^  " 

doing  his  ,/'   '' 

doing  yonr  ^^  ''' 

doing  their  .-^ 

dijiiig  I  his  ^''^   ' ' 

gixiugthe  ^   ~i>^ 

giving  their  ^  — a 

gi\  ing  \ini  -- — » 
giving  us 
mailing  you 


p 


knowing  i!ic 

-^■> 

knowing  ihcir 

-c^ 

l;nowing  this 

-V9 

working  and 
having  the 

) 

having  their 

J 

) 

having  \our 

J. 

coining  and 

--— . 

seeing  this 

^n 

wishing  (hat 

/;o 
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153.  Modification  of  Word  Forms.  As  previousK- 
explained,  the  forms  fcjr  certain  words  are  modified  to 
permit  of  phrase  writing.  The  following  are  useful  illus- 
trations: 


Week 

past  week 

last  week 
this  week 

next  week 

for  the  past 
week 

for  last  week 
for  this  week 
for  next  week 


k 


r^ 


f_ 


Few 

for  a  few  weeks  / 

for  a  few  niont  hs  / 

few  weeks  ago  >-i 

few  hours  ago  -^— 1>- 

Ago 
year  or  two  ago  ^^-"^^ 

many  years  ago  . 


Possible 
as  soon  as  possible 

as  near  as  possible 

itast  possible  delay 

Early 

at  as  early  a  date  as 
possible 

at  your  early  ronven-  ) 

ience  ^"^ 

at  your  earliest  con\en-    -i^ 
ience  / 

at    your    earliest    pos-    ^-J 
sible  con\enience  '^ 

Sorry 

lam  sorry  t  o  hear  ^-^ — -^ 

I  am  sorry  to  learn  __.^ 

we  are  sorr>'  t  o  hear  ^;  _ 

we  are  sorry  to  report  J2-^ 

we  arc  sorry  to  say  —'V- 

T                                               ^ 
1  am  very  sorry  ^^ ^ 


y  ou  will  be  sorry 


i 


134 
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Esteemed 
esteemed  favor  <^ 

7 

your  esteemed  favor  c' 

esteemed  le  •?_  - 

your  esteemed  let-     ^^ 

ler 

I  am  in  receipt  of  — 

your  esteemed 

letter 
I  am  in  receipt  of 

your  esteemed        "^ 

favor 

we  arc  ill  receipt  of 

yuur  estetMUed 

fa\-or 
we  are  in  receipt  of 

y(jur  esteemed 

letter 


GRKGG   SHORTHAND 

by  this  day's  mail 


:/ 


Beg 

I  beg  to  acknowl- 
eclge  receipt 


I  beg  to  inclose 

I  beg  to  thankvfju      [, 

we  beg  to  acknow '-        / 
edge  ^ 

we  beg  to  acknowl- 
edge receipt 


Mail 
by  this  mail 
by  to-day's  mail 


by  return  mail 
by  mail 
by  s;ime  mail 
by  early  mail 

Course 

of  course 

of  course  it  is 

as  a  matter  of 
course 

Fact 

as  a  matter  of  fact 

call  \our  attention 
to  the  fact 

in  point  of  fact 

you    are    aware    of 
the  fact 

I  am  aware  of  the 
fact 

well-known  fact 

Sure 
be  sure 
to  'oe  sure 
you  may  be  sure 


6-^ 


C^. 


1 
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we  are  sure                 ■=^-y 
you  will  he  sure  i ^^ 

Please  '^ 

please  find  inclosed    ^^  , 

inclosed  please  find        --;> 

please  let  us  hear         "^(T 
from  you 

I  would  be  pleased 
we  will  he  pleased 

Present 
present  lime 


at  the  present  (:me        -^ 

at  tlio  iiresent 

iiKJineiu  / 

on  the  present 
occasion 


^4 


CIa"=s 

first-class 

first-clas-<  manner      y 
first-class  condition    -•  '  •.- — ^ 

Again 
over  and  o\er  again   ""  " 
again  and  again         tr  "^f 


Account 

on  account  of  that  -^-r^" 

on  account  of  this  <—t^ 

on  account  of  my  «^r?  -»- 

on  account  of  the  '^-r:^~) 

fact  -^ 

_^  Thank 

thanking  you  for 

thanking  you  for  ""/  ^~, 

your  attention  ''■'" 

thanking  you  for  '"'■  ^^- 

your  kind  at  ten-  ^^  ^f 
tion 

thanking  you  for  ^^ 

\our  fa\(jr  ^_J 

thanking  you  for  -^ 

jour  letter  ^ ^ 

\  desire  to  thank 

>-ou  ^-r 

I  have  to  thank  vou  Q 

lor                    '  / 

Order 

vour  order  .- ^ 

we  ha\e  your  order  ^^^ 

thanking  you  for  ^_, 

your  order  ^' 

City 

city  of  Chicago  ;r^ 

^  city  of  Boston  ^ 


-^ 


•  A— J 
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Depavment 


)    ^ 


treasury  di-part- 
meiit 

warciepariiiient 

navy  depart  iiioiii 

post-otlice  ileparl  • 
iiient 

state  (le|)artini'iit 
I>  >ii(  e  lU'iiarl  iiiciil 

fire  depart  men t  c 

lej;al  depart  iiH'iit  ^- 

inf|iiiry  department  -^ 

credit  dep.iri  miiil  — ^ 

shoe  depart  nuMit         -^ 

furniture  dejiait- 

iiietu  "^^ 

piinhasini;  dep.irl-  '_ 

ineni  ^ 

slii|)piiii;  depart- 
ment ''' 

mail  order  depart-     — 
iiient 

Avenue 

\\'ashiny;ton  Avenue      ^^ 


y 


Wabash  A\enue        / 


c 


Company 

and  rompmy 
railroad  eonii)an\- 
exf)re.ss  eompany 

insiiranee  eump  in\' 

trans])()rtati()n 
<()mi)any 

lelejilione  eomjiiiny 
I  lectrie  eompany 
ele(  trical  romi)an\' 
trust  eompany 

Us 


.y^ 


^- 


^- 


Massaehuset!- 
A\eniie 


to  us 
write  us 
l)lease  write  us 
l)lease  wire  us 
kindly  gi\"e  us 

Holder 
stoekholdcr 

shareholder 

polieyholder 


"or'      5 


6 


xini:tci-xth  lesson 
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f 


/ 


^ 


^ 


-'75>--^     >- 


/^ 


; 


^ 


I 


? 

/ 


/  ^ 


"-^ 


-s? 


C 


^  >'<' 


) ) 


c 


'f 


c 


/    -^ 


2^ 


9 


X7 


'-■)         "'-^ 


^ 


; 


"j^  .^ 


■^? 


c 


-  J 


/ 


—r 


<^ 


c 


--^^ 


^ 


'^ 


I 
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(;rk(,(;  shorthand 


) 


'V 


y^. 


I 


Writing  Exercise 

1.  f 'icnilonion:  As  rcvinrstcl  wc  are  scndinii;  you  a  copy  of  our 
I)ri(e  list  Kiviii«  illii^i  rat  ions  and  full  (k-scriptions  of  all  the  articles 
we  now  handle.  If  >(.u  are  in  the  market  for  anything  in  our  line 
we  should  like  to  h.ive  our  representative  call  on  you  with  samples. 

Thanking  you    for  the  inciuiry  and  hoping  to   be  favored  with 

\<>iir  order,   we  are  ,,  ,  ,,,. 

very  truly  yours,  (66) 

2.  Dear  Sir:  .\  few  days  at;o  we  received  a  letter  from  you  in 
which  you  a--kcd  us  to  furnish  you  wi;  ii  information  about  a  firm 
in  this  city.  We  are  sorry  to  report  tli.it  this  firm  has  never  done 
business  with  us  and  that  therefore  we  have  no  d  ita  in  our  files 
aocut  it.  \Vc  1-.  ive  heard  again  and  again  that  these  people  are 
«ioing  a  good  l>usiness  and  so  far  as  we  know  their  affairs  are  in 
first-i-lass  condition  at  tiie  present  lime.  We  regret  testate  that 
we  cannot  give  you  further  details. 

Yout£  ver\  truly,  C'^i 

?•>.  r.enilemen:  Thank  you  for  the  order  which  has  just  been 
recei\ed.  Tiiis  order  w!!!  he  fdled  inmiediately  with  t!ie  exception 
of  the  scioiul  item.  As  our  siipjily  (jf  this  article  is  completely 
exhausted  we  shall  be  unable  to  ship  for  a  fc-.v  davs.  We  trust 
that  this  arran!<ement  will  be  enlirely  satisfactory  to  you  and  that 
>  ou  will  not  be  inconvenienced  by  tiie  delay. 

Assuring  \ou  of  our  ])rompt  atiention  at  all  times,  we  are 

\  er-.-  resi)eclfullv  \-ours,  (7f-} 
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Initials 

n 

• 

() 

I 

(D 

I' 

J 

/ 

o 

K 

"l 

R 

I. 

^— 

■P' 

..1 

T 

\ 

I 

w 

X 

z 


; 


0> 


;  i 


I  II 


'tr 


154.  Il  slKjuki  be  borne  in  mind  that  there  is  no 
context  to  initials.  They  should  therefore  be  written 
with  iniusual  care.  Many  writers  prefer  to  write  initials 
in  longhaiul,  and  if  this  is  done  a  great  saving  in  time  may 
be  efTected  by  writing  them  in  small  letters  u..d  joining 
the  letters,  Jhus: 


A.B.Smith 


C.  D.  Brown 

m 


E.  !• .  Junes 


^r 


I 


10 
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Stated  and  TKRRiTOiiiKS 

(Tlic  rontractioiis  ii-'  '1  arc  tlio^-  adopti  .1  Ijy  tlic  l\>  i  ( )llicc 

I  >v  ;.,irtiiii-iil.) 


Ala. 


^ 


Alaska  e_^ 

Ariz.  C^ 

Ark.  C2 ■ 

Calif.  — ,>_-^ 

(  olo.  .— c 

(Dnn. ^ 

I  )el.  y^  '^ 

D.  C.  -^ 

1-la.  C'       rr^ 

c.a.  y 

(".nam  -- —  . 

Hawaii  '^ 

Idaho  <i< 

111.  <^ ^ 

Ind.  -^ 

Iowa  tS' 

Kaiis.  ' — - 


-^' 


Ky. 

I.a. 

Mc. 

.M.I. 

Mass. 

m;.!.. 

.Mi:in. 

Mi>s. 

.Mo. 

Mom. 

Nd.r. 

Xo%-. 

N.  H. 

N.  I.  /- 

-N.  Mex.         __ 

N.  ^^  ^^ 

N.  C-.         -   -': 

X.  Dak.      -^ 


CP 


f 


(. 


O. 


X7 


Ohio 
Okla. 
Urcg. 
I'a. 

r.  I. 

p.  K. 

k.  I. 
s.  c. 

S.  Dak 
Tomi. 

1  L\. 

Itah 

Vt. 

V'a.  c-^ 

Wash.        3' 

W .  Va.    ^' 

VVi?.         ;? 

Wyo. 


,< 


; 


li^'  T kuw« 4 ■  w "-~i««teri 
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New  N  ork 

Plu!      Ivliii.i: 

Si.  I.oiiis 

Cle>    Lind 

Ballimire 

l''U<l.;irgli 

i»  II  jit 

BuiTu  ■) 

Sail  iVan- 
civi   , 

Mihvauk. 
C'in.  innati 
Newark 
New  Ori 
Washington 
-OS  xAngcl'  - 
>Iinneapolis  - 


In    iisas  •  \- 


/ 


^••-■mp!i:s 


n<(iH 


^  "^       '  Indi.       polls 
Provid,     .  (• 


C     ^ 


f 


-/' 


I-')i:is\  i 


y 


I'att" 
Oi 
1-a! 
J 


X,- 


i.  ■  I 


*l 


lingham 


Wr^lUA.'-.    Ji 
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155.  The  terminations  hiirij,,  ville,  fiild,  port  may  gen- 
erally he  expressed  hy  the  first  letter,  joined  or  disjoined 
as  convenient;  and  ford,  hyfd. 


Hariisburg 
Fitchliurg 


^  <      livansville 


Knoxville 


Danville         /    ^/ 


Springfield 


Zanesville 
Jacksonville 


\      Da 


venport 


Newport 


/ 
') 


Wiilianisport  ^"'  r 

Oxford  J---' 


t   -  .  Rockford 


7 


Hanford 


-- y     Milford 


^-y 


I 


156.  A  clear  distinction  should  he  made  hetween  ion 
and  toicn. 

Johnston  Johnstown  Charleston  Charlestown 

157.  The   names  of  cities  and   states   may  often   he 
joined. 


r 


2 


Buffalo,  N.  Y. 
Rochester,  N.  Y, 
St.  Louis,  Mo. 

)  •■ — — a- 

Minneapolis,  Minn.  __  - 

St.  Paul,  Minn.         j^ 
Washington,  D.  C.    -u^^^ 
Boston,  Mass.  /^ 


Detroit,  Mich.    ^<>^ — 

Baltimore,  Md.  ^ 

Chicago,  111.        c^~-^ 
Denver,  Colo.     '' 
Memphis,  Tenn.  — 
Omaha,  Nebr. 
Louisville,  Ky, 


TWK.NTIMTil  I.KSSOX  J43 

sta^:>!^^  ''^i  ""'1  ■'  ^"^'^' "'"  ^^'•^-^'^  ^'-  name  of  a 
state,  omit  of  and  join  the  words,  if  convc.  f.  nt. 

Slate  of  New  York    ;-^=—      Si,.,.,f\r          .  3 

''  -Mate  of  Alassachusetls^ /" 

State  (,f  Nebraska      1-7'"  S.  .  ,.    r  n 

State  of  Illinois  ;,«---       w,    , 

J-    -  Mate  ot  Louisiana 


Points  of  the  Compass,  Etc. 

159.   In  certain  lines  of  business  fh,.  f,>ii      • 
will  be  found  very  useful.  follovvmg  forms 


north 

south 

east 

west 

northern 

southern 

eastern 

western 

'•orthwest 

southwest 


J 


■}-' 
^ 


-'-Y 


^ 


northeast 
southeast 
nor!  li  western 
southwestern 
northeastern 
southeastern 
northwest  (juartcr 
southwest  quarter 
northeast  quarter 
southeast  quarter 


-r^ 


-?- 


i. 

-^~. 

y-> 


«l 


m 


III  I 


1 
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General  Rules 

160.  When  the  distinctive  appearance  of  the  primitive 

word-form  can  be  preserved,  it  is  allowable  to  join  to 

form  the  derivatives. 

f  ,1  r  irclcss  nameless 

favorable  cart.iL>-. 


fable 


kill 


nail 


161.  If  it  should  be  found  desirable  to  indicate  with 
pvcision  the  short  sound  of  any  vowel,  a  small  curve 
can  be  placed  beneath  the  vowel, 
minion  immi^jaie 


onion 


wrii 


N.,T,  •  Tl.is  expcliont  is  seldom  nocos.arv.  r.  is  us.-ful,  occas,o,...Uy.  to  make 
a  cl'oar  .li.tuutKm  h-tw.cn  uor.U  like  r.;,<rn  a.ul  .n!,  nni,nU.  and  „n,n„ra,e. 
aiKl  U'tweeii  t!ic  .liphlhoii^  Maml  lu,  as  in  mniwn 

162.  The  following  words  are  given  to  illustrate  the 
importance  of  placing  the  second  circle  outside  the  Ime 
wht  n  two  circles  are  joined. 

daily  P-»'-ee  carrv 

kind 


naniclv 


-d7 
nigh 


-ti? 


die 


/ 


pie 


"O 


t\vi:\ti[:tii  i.r".ss().\ 
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163.  Thero  are  a  few  infrequent  words,  consisting  of 
several  vowels  in  succession  —  usually  Indian  names  — 
in  which  it  is  more  convenient  to  write  the  letters  sep- 
arately, and  to  indicate  their  connection  hy  drawing  a 
line  underneath. 


Lehigh 


^<^ 


aynh 


yahoo 


w 

I  i 

ii 
;t 


164.   In  tile  termination  "n-ment"  the  joi^  l)etween  the 
N  and  M  niav  be  omitted. 


assigiiniciU 

coii.-igiinu'nt 

refiiicnieiit 

cO— 

J, 

—) 

disicrmufiU 

adjoKrniiu'iit 

atoiic'iiioiit 

^ 

? 

ys 

I!: 


165.   In  the  termination  gcncy,  the  X  may  he  omitted, 
agency  contingency  emergency 


; 


exigency 


/ 


i.!>  ■  :  y 


/ 


/ 

cogency 

7 


w 

ii 

I! 
ii 


•r 


i 


•1 


..  I 
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166.  A  very  easy  and  gracel'ul  bleiul  may  l)e  secured 
by  joining  S  to  V  without  an  ans^le  in  the  termination 

sii'c. 

ofTensiva 


cx])'jnsive 


extfn.-.i\e 


expansne 


defensive 

n 


HI  tensive 


167.  The  Scotch  or  (Jerman  c//,  the  Irish  t;//,  and  the 
Welsli  //  may  be  expressed  by  a  dot  o\er  k,  g,  and  /, 
respectivcK'. 

Loch  Acli  Lough  Llan 


168.  The  contracted  forms  for  hundred  and  thousand 
arc  employed  only  where  these  words  are  preceded  by 
numerals,  the  article  a  or  some  such  word,  as/fw,  many, 
several.     Note  the  following. 


/^ 


^ 


-^ 


C 


? 


Key:  Thousands  of  j;  oiiie  visiu-M  the  Kxpositiou  ami  it  was  said  that  hundreds 
were  turned  away. 

Several  lliindred  c-amc  to  the  i< invention.  I  have  dispo.>«ed  of  a  tliousand  copies 
of  the  magazine. 


f 
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Reading  Exercise 
y 


^ 

^-^y 


J. 


Y'     -^    -z:^ 

/Jl     .<^    y-. 


5^    ^-^ 


^^ 


-^— ^      V, 


Y^ 


^ 


-^ 


> 


^       >        > 


^  r' 


"7 


C^. 


/ 


y' 


y^     ^ 


^  J 


^7 


-  1^ 


V— ->. — ^ 
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o 


r"  ^- 


(i?  - 


_    ^   .. 


/ 


/ 
z 


Writing  Exi-:rcisk 

1-  1:1  llii"  I  niicd  Siiitf-,  immi.i^r.iti.'n  .ilways  .t;roa(ly  ONCoi-ds 
oiiii.;r.il  iiiii. 

.''.  '1  iu'  <'!iTtii)ii  \\riis  wen-  corromly  i!ia>!',-  out  Imt  tlu-  rcturiis 
\Vf!f  t.ir  in  oxd^s  of  dll  rxpectatiuiis. 

.^.  'flu;  !,i\vri  in  llu>  state  of  New  ^'rlrk  diiTcr  from  ilio-c  in  t!u; 
slati.-  .if  N('hra:-.ka  in  ihi.-;  ii'--iH'rl. 

4.  Aliiio-t  (i.iily  many  i)i'mj)U!  are  killed  throiii,'!)  the  careless- 
ness ol  a;^e!Hs  of  the  ek-nric  railua\'  (ompam'es. 

5.  The  pa\e(-  of  tilis  draft,  Mr.  J.  M.  Jolnistown,  is  unknown 
to  lis  and  it  will  Vw  nect'ssary  for  Itim  to  bo  i(leii!ine<l  hel'ore  we  ':.\\\ 
v;i\  e  liim  the  iuoiiey. 

<i.  Tlie  firm  po-itively  de.dine!  to  a<Tept  the  consignment  of 
orani,'es  from  Idorida.  liiey  claimed  that  tliis  shipment  had  i)eeii 
damaged  on  acconui  of  i!ie  carelessness  in  nailing;  liie  boxes  as  well 
as  by  the  unfa\orable  climatic  condiiion  during  transit. 

/.  I  he  uri;ency  ol  tlic  c.ise  called  for  emergency  measures  an<l 
the  manager,  Mr.  R.  K.  John.soti,  after  an  exhatistixe  study  of  the 
m..itei"  di-i  iiied  that  i  lie  plan  jiioposed  by  one  of  liic  agcius,  Mr.  D. 
I"..  Hanford,  is  the  only  way  out  of  the  difficulty. 


;il)iiii(l,int 

ac'ciilciil 

acroni- 

iiit)<!alii)ii 
address 

adminis- 

tmtor 

alllidavii 

amali^amato 

amaljjaina- 
lion 

America 

among 

amount 

amuial 

another 

anxi:)iis 

appear 

appearance 

application 

Oi>i)reiiend 
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approval  (^  casiial-l\- 

ai)pro\  e 
approxiin.ite 


arl)itrar\^. 
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c 


auilioriia- 

li\e 
aiitonioliiie 

B 

haiiknipi 

i)elioM 

Leiie\'olont 

benignant 

boulevard 

C 
cabinet 
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COVill.iIlt  '^ 

cruril)le  ^  / 

cull  i\ai  ion       -  ^      7 

V) 


(1, 


(Linger 


/ 


daii-fiiiii-        ''' 


9 


(U'<(i\  e 

(Iffault 
(k-ii'!i(!.[iit 
dct;i'iur,iU' 
iU'lc'>,aie 

(k'lri;;!  iiiin 

(lr!iu,>'iai-ii- 

lU'iiiorali/c 


6^ 


X- / 


/^ 


r 


(U-[)i)ilc,it  -^  ^^ 

^C' — ^ 

<!csiL;n.!"c 

(k'velnj)  < — " 

di^a(i\Miii.i;i;c       / 
disiister  '^ 


GREGG  SIIORTHAXD 
(lisr(i\(-r  ^     I 


lUsin'ojxrr- 
tiijiiau- 


X^/ 


:? 


.  < 

(ii'->alislai--    ^  " 
linn        ly/^^ 

I         •  / 

(1(1(1  rmo 

(liiiaii(jii        '' 
E 

I'anu'sl 

fci'iii  iinic.il 

cictlicii 

cii:^'a;^v 

I:;n-li-li 

fiii!>!i)\  ir 

(.'iiorniuii;,- 

Cll\('l(lIH' 

e(iua!ii\-  a"^ 

C(!iii\ai(U!       '    j 
etc.  ^ 

7 

exaporatc    /i 
cxeciitt-'         -^    ' 


"7!) 


^ 


c... 


oxociiine 

CNDiliiiaiif^  ^'' 

expedient  ^ 

F 

Hour  <1_ 

fulfill  y 

G 

geiUTal  ii)ii  '^7 

i;l'iri()us  - 

ylory  -"     ' 

H 

li.iiidkcfcliief  ~''-<L 

lieadijiiarter--  f.<'' ' 

IdiTd^^lyiihic  '^'-•^ 

hillieilo  '^^^^ 


r 


lii'ii/oniai 
liu>l,)and 

I 
i.t;noran-'^"*' 
illustrate 


? 


inclosure         _^--; 

incoherent       _^  s 

incotiipro-        -^^ 
lu-UMl.lo  ^' 

iiulefatigaljlc  -i  J-' 


indis- 

inherit 

instanta- 
nci  >u.s 
iiisteail 

ins!!iiiti> 

iii'^iiii    icni 

imend 

iniruiiuctinri 

iron 


"/ 


-z-' 


(>~ 


/ 

jurisihctinn      <__^ 

ju\tai><)sition    / 
L  ^' 

hiljor.itor^         <■ '=^ 

legislate 


legislation 


/ 


t\vi:.\tii:th  i.i:sso.\ 

lei^islative -f 

lei,'I>lat:>r    y^ y 

I"!;i-!atinr 

likewisi- 

!ili,;alii)ii 

logic 

liiMirv 
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7 


nia!iti,--''r!j)t 
na'-^'lv'tiieaiiDr 

N 
nei,'ii.;enre 

O 


ol)C(lient  (  '" 

obligation       C_ 


o'ciork 


-^ 


,>- 


operation         C^ 


proihirtioii         d^^,..'^ 
proniulgato       (^ 


liroperly 


I)roseciite 


Q- 


pro>peclus        C^ 
pro\ G  -  r 
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Shorthand  as  a  Means  of  Mental  Culture 

(Kor  key,  sio  i,,iki-  154.) 

J 


—- Tr> 


r  — ' 


-7 


'y  ,' 


C 


-    V  •    (^-    ^'  ; 


^   c 


( 


;^ 


y 


e 


^  > 


-r"    ■-'' 


/ 


^ 


). 

1 


"     ^      - 


F'   ^ 


< 


^ 


■f 


-rc^ 


/^ 


r 


^' 


-t:^  ♦:       ^'^  • 


£^' 


^7^-7  - 


J 


-^ 


.  J 


/ 


>^'^^- 


«=^'   --^ 


% 
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SHORTHAND  AS  A  MEANS  OF  MENTAL 
CULTURE 

(Key   to  Short !i,iii<l   I'hitc  on   i,,n;c-   l.i.l) 

With    shoriliaiul    rvcry    inrxfii    m.iy    form    hi.-,    „\vii 
l)()ok-s  of  n  I",  r.ncc  ;nr(.i<|in,^    !.,  his  own  rrtiuiri'mcnts. 
aixl  III. It  ill  tin' s.mu.'sp.ia-asihoii!4h  they  wen- printed ; 
and   no  Ml.'ciion  ot"  printed   hooks  would  contain  and' 
oiilv  contain   what   he  wanted.'     Any   person  who  will 
tollect  only   lor  a   brief  lime  si.rli    facts  into  shorth.ind 
as  app<-ar  lik(  1>-  lo  he  n.eful  in  \\\v,  aiul  son.elimes  read 
over   wha!    is  s,,   c.il.vt.d.    will    imd    the    i,/,;:s   secured 
ai;ain  and   a-ain   ret  tirrii:-    in   fiiture   readin.L;.       \     this 
selecting    ]..•  (oniiniied.   it    will   coinL-   to  he   reco-ni/.-d 
that   e\i!-\    n,\vMMi>er  or  niat;a/ine  arliel,.,   and    not    a 
''^^'   V'    ''':'   ^"-^ '''''■'!    '"W   I't'oks,   are   hut    a    more    or 
Kss    in,',  hiou.iy    ((,niri\xd    patiii-work    of    old     id,  as, 
though    d.nihihs..    the    writer   in    many   cases   believed' 
th.in   to  be  (n-i-inal;  and  the  nader  will  vm\  ia  kno 
in-  iilri's  a.p.in,  from  words,  and  will  ivcooni/...  iIh,_, 
whalever  dn^s  they  may  i)e  presenK-d.  jnsi  as  we  know 
our   friends   by    their    fea  I  uns.    however    they   may   be 
attired.      For.idi"a>,  as  sei  n  in  print,  luard  in  words,  or 
felt  in   the  mind,  are  nuu  h   like  liie  stars— many  reflec- 
tions of  a  few  original^.— (.'.  R.  Xcvdham. 
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Sixty  Units  in  Business  English.  I!y  Harold  S.  I'.rown.  .\  prai- 
tiLjii  cour-c  for  snort  ic-ni  and  evtiiing  school  classes.  \(<2 
I.a-es ;    cloth     l-OO 

OFFICE  TRAINING 

Secretarial  Studies.  Rv  Uupcit  P.  SoKrric  ami  J.'hn  Kol'crt  C.regg. 
'I'i.kcs  the  elemeiitarv  materials  ol  shorthand,  t>pt  writing, 
l-'.nglish.  and  flu-  ollnterid  technical  stibiccts  and  w.'ni^  th.en: 
into    a    sn-  i.ih    working   ciiiipmi-nt.     .\daptcd    to   h^.th   private 

anil   pui'lic  -chool  courses,    4ilJ  pages;  cloth.     Text 1.40 

Laboratory    Ma-ci  iais    6" 


COMMERCIAL  SUBJECTS 

Essentials  of  Commercial  Law.  Hv  Wallace  II.  Wliigam.  Cloth 
lioiiiid,   3<>2   priKcs jl^g 

Walsh's  Business  Arithmetic.  l!y  J  dm  H.  Walsh,  Associate 
.Suiieiimctuleiit  oi  Sth.ioi.-,  .New  N'ork.  For  high  schools  and 
Ciir.iiierci.ii    >ch(ioLs.     4V(j    page-;    clotii 1.40 

Rational  Arithmetic.     I!y  ('ieorj;e   ['.    L..rfl 1.00 

Rational  Bookkeeping  and  Accounting.  l?y  licMing  and  (Ireenc. 
J!<,*    pafcs  ;    d.pth 2.00 

Bartholomew's  Bookkeeping  Exercises.  l!y  W.  E.  Bartholonicw. 
Loiistiuctive  pK.hknis  adaptt.l  to  any  test.    In  two  parts,  each     .72 

Applied  Business  Calculation.    By  C.  K.  Birch.    193  pages 40 

MISCELLANEOUS 

Business  Organization  and  Administration.  By  J.  .\nton  dc  Haa?  1.40 
An  Introduction  to  Economics.  Ky  (iraliani  A.  Laing.  4nil  pages  1.40 
The  Teaching  of  Shorthand:  Some  Suggestions  to  Young  Teachers 

liy   Joh;i    K.oj.ci:   t.iri;,'g jjgf      ^5 

Learning  10  Typewrite.    l'.yl>r.  \V.  F     "o)k.     The  psychology  of 

Itaiiniig  as  apphtu  to  the  tcachmfe  01     ypeuruing.    481)  pages- 

<■'''•  i'     .'   2.80 

How  to  Prepare  for  Civil  Service.    By  E.  II.  C  o  ,;icr.    Cloth I. so 

The  Factors  o.   Shcrihand  Speed,     liy   David   Wilie   liruwn.     r;4 

jiagi.-.;    ciotii    i'u-iiij ." '.  .  ..  .       "5 

Practical  Pointers  for  Shorthand  Students.    By  Frank  Rutherford. 

Ijl    pager-;   ciolh    bound _       5q 

The  Parliamentarian.     I'.y  Cora  Welles  Trow.     .\  nianual  of  par- 

haincutary  pioctaine  and  tiie  riikb  of  debate.     I5S  pages;  cloth 

bound      IQO 

Personality:  Studies  in  Personal  Development.  By  TIarry  f"  .Uins 
Spii!:i:;ni.  .\  b.'  ,1;  t!iat  opens  a  new  tield  -n  i-diication,  .Adapted 
to  c.ajt. .ration  selio,j!s,  high  schools  and  self-sludv.  _'06  pages; 
cloth   bound    1_50 

The  Gregg  Emblem.    The  Creig  ovals  in  blue  and  white  enamel, 

witii   gold    lettcrnig.     I'in   m-   bntPui 50 

The  Gregg  Notebook.  .Specially  prepared  for  Oregg  writers.  Size 
fixS'j   iikIh-.     !''k-c  in  ouantities  quoted  .iii  application. 

Gret'g   Reporter's   Notebook 20 

Expert  Copy  Holder,     i'or  typeu  ritinjr  m-nual- 1.00 

Wall   Charts.     The  dregg  alpliabei   in   blue  priiit,   mounted   map 

Mvlo.     l-oiir  (harts.  .'Ox.V.i  inches Net  2.50 

The  Gregg  Pennant.    Of  blue  and  white  felt.   ISx.T,  inches 1.50 

The  Gregg  Eraser  Tray.    Bron;^e  finish 50 

The  Gregg  Writer.    .\  monthly  maga/.inc.     (See  following  page.) 


1  he  Crve^^  Publishing  Company 

.m:\vv()kk    cinc,\<;i>    ui'Sto.n   s.\n  i  k.wcisco   thkunto    i.dndp.n- 


Inspiration  and  Help  Every 
School  Month  of  the  Year 


m 


.J 


c^^GRi:GG 

WRITER 

A  MAGAZINE- /or 

SeCR-tTAP-lE-S 

STENOGPJ\PHERS 

an(M>PISTS 


Seventy-five  thousarni  writers  and  teachers  of  shorthand  study  the  CreRg 
W'ritiT  e-iry  iminUi.  "T!'-  i'rin.  iplcs,"'  the  shorthand  learners  department, 
the  Art  and  Credeniipls  Jepartnicnt.  the  Rorn.rtcr's  Department  and  the 
special  article;,  nnd  ^.in-r,  .Is  ar  all  packed  iult  of  infonnation  and  inspira- 
tion for  everv  stenoi  •  an'.er,  reporter,  or  teacher.  The  mofcazinc  contains 
from  leu  to  fifteen  pages  of  shorthand  plates  each  month. 

Subscnl^tiont.  $1.50  a  Yenr  in  the  I'nitrd  Statrf:  Canada  and 
Mexico,  $1.65;  other  countries,  $175.    Single  copies,  15  cents. 

Send  all  Subscriptions  and  Correspondence  relating  to  the 

Magazine  to 

THE   GREGG  WRITER 

16  W.  47tli  Street  New  York,  N.  Y. 


■« 


Gregg  Shorthand 
Dictionary 

Contains  the  outlines  for  17,000  words 
— more  than  doulile  the  number  in  the 
o'd  edition.  Conforms  to  the  Gregg 
S'lorthand  Manual. 

Beautifully  bound  in  extra  quality 
brown  cloth,  semi-flexible,  with  sides 
stamped  in  gold;  208  pases;  size 
4)sx6!;^  inches.  Can  be  carried  in  the 
coat  pocket ;  convenient  for  reference. 


Salt  to  any  address,  postpaid,  for  $1.50 


The  Ne^v  Gregg  Shorthand 
Phrase  Book 

Contains  about  3.000  useful  phrases  of  all  kinds;  a  great  aid  in 
attaining  speed,  and  invaluable  to  all  practical  writers.  Bound  in 
red  cloth,  r.emi-flexible,  pocket  size,  uniform  with  Dictionary. 

Scut  to  any  address,  postpaid,  for  $1.00 


The  Qregg  Publishing  Company 

New  York      Chicago      Boston      San  Francisco      Toronto      London 


World's  Champion  Shorthand  Writer 


Mam:';  J.  Di;PiM 


III  I  Ik;  Nafion.il  S'-.orthand  Kepnrters' Assoc  in  ion  roittest  bukl  in 
San  .\iit(Mi!(>,  Texas,  on  AM-n.-t  !<>,  V>27,  Mr.  Martin  J.  I)upra\v.  a 
(■rti,!/  writer,  won  pcrinaiicnt  jios-^c-sion  ol  tl>e  World's  (  hampton- 
ship    Croijl);.'  \<y  wmnini;  the  coiMcst  for  tie  third  sik  restive  time. 

>i\  ot  the  last  -even  World's  ( 'l!ainp:!.i..-lii|>  Contests  have  l'«-on 
won  li\'  (jre.;^'  Writers. 

The  Winners 

\9ll     Albert  Schneider  1925     Martin  I.  Dupraw 

1923  Clinries  Lee  SwiMTi  1Q26     Martin  J.  Dupraw 

1924  Churles  Li'i»  Sweni  I9i7    Murtiii  J.  Dupraw 

You.  Too,  Can  Win 

V. lU,  li'O.  i-  Ml  \vi:i  with  Gr.  ul'  S;;iivth;ir;il  h  •  h;:  ■  it  i-  .  '-icr  lo  It.'.rii,  ca-^iiT  to 
wriU",  I  ,i-ic  I  In     I   .ul--an<l  ;-  the  >wint-i  nl  all  -..  -i^  iu>. 

Gregg  Shorthand,  The  Standard  System 

'i,««g  SIir.rtliaiMl  is  fill'  stitii'ianl  .\mci'ii-:iii  sv-leiii  and  i<  t,-iiiglit  in  miire 
tlmti  'JS'',  of  all  hiyli  sciiuols  in  thi-  I'.iiti-l  Static  tliat  teach  shorthaiiil.  In 
the   [iriva'c   ciimuiiliCmI    stln'cl?    "(Wiija"   ai.'l    ''.^'inrth.ind"    are   .aynon\niuus. 


THE  GREGG  PUBLISHING  COMPANY 


NF'%   YOUK 


-AN   I'K  \M  1: 


1  t  »K»JN  r<.) 


